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GE raises your lobby’s TE ’ 


Smart-looking GF METAL FURNITURE creates a lasting 
favorable impression on clients, customers and other callers 


OODWILL begins with good first 
G impressions in your reception 
room. GF’s distinguished metal 
desks, tables, chairs and lounges 
reflect the qualities of good taste, 
modern style and efficiency that 
speak well for your organization. 


You are no longer restricted to 
sober gray or green in GF metal 
furniture. GF desks and files may 
be had in an array of bright deco- 
rator colors, with aluminum trim. 
Goodform aluminum chairs are fur- 
nished in ebony, gold, bronze-gold 


or copper.. anodized non-chip 
colors that are infused into the 
aluminum itself Smart upholstery 
patterns and colors can match or 
contrast, as you prefer. 


The Mode-Maker desk shown 
above is designed for utility as well 
as appearance. With appropriate 
GF desk accessories, your recep- 
tionist can also handle correspond- 
ence, file cards, operate dictating 
equipment, or type. All these fea- 
tures—plus handsome styling—will 
cost only a fraction of 1% of its user’s 
salary over a period of 15 years! 


Good metal business furniture is @ good investment 


(Circle 722 for more information) 


* TONE FACTOR 


Why not make your reception 
lobby as modern and efficient as 
your own ideas suggest? Just call 
or drop in at your nearest GF show- 
room... or, to get a complete 
catalog in color, simply write The 
General Fireproofing Company, 
Dept. M-45, Youngstown 1, Ohio. 
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Foremost in Metal Business Furniture 
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"Great system—Gets everybody in by ten o’clock”’ 


eep the coffee-break in your control 


You could control the “‘coffee- 
break’’ this way—but fortunately, 
there’s a much better method 


available. 


Rudd-Melikian, Inc. can provide 
complete control of the “‘coffee- 
break”’ at no cost to management. 


R-M dispensers—completely 





CREATORS OF 


automatic—serve delicious, hot 
Kwik-Kafé coffee, cold Coca- 
Cola, Pepsi-Cola, Minute Maid 
orange juice or soft drinks. 
‘**Coffee-break’’ time is reduced 
to a minimum and workers 
remain in their own work area. 
Service is supplied by your local 


factory-trained R-M distributor. 


RUDD-MELIKIAN, INC. 


AN INDUSTRY 


(Circle 751 for more information) 


Remember—you don’t have com- 
plete control unless you have 


Kwik-Kafé. Clip 2 Yy 





the coupon 
—write us 


today! 


Rudd-Melikian, Inc., 
1949 N. Howard St., Phila. 22, Pa. 


| 

| 

| Gentlemen: 

| Please show me how to control 
| the "“coffee-break” with R-M 
dispensers. Booklet MM 2. 
| 

| 

| 

| 


Name... ). 
Street 


| 

| 

City Zone. . . State | 
= | 











A new way of life 
in the office 
for the 


QUTSIDE 
SALESMAN. 

















Sales Department Installation 
Hope’s Windows, Inc. 
Jamestown, N. Y. 
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Quartered in his own separate Arnot 
OFFICE-ette, the outside salesman is free 
from unnecessary distraction while doing 
his telephoning and paper work, the 
quicker to get back on the selling path; 
also, he has a place to receive those cus- 
tomers who call — two reasons why many 
business organizations have found that 
sales departments equipped with Arnot 
OFFICE-ettes and PARTITION-ettes**+ have 
paid off in increased efficiency and 
productivity! 


te and arrangements will be made for:-a demon 
ion of this time-and-energy-saving Arnot OFFICE 
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tax tips 
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TEST YOURSELF 


on recent tax court cases 


THE QUESTION 


Are all legal fees paid for services rendered in reducing lia- 
bilities deductible as ordinary and necessary expenses for the pro- 


duction of income? 


THE FACTS 


The taxpayer separated from his 


wife after 21 years of marriage, and en- 


| tered into a written separation agree 


ment under which he consented to 
make certain specified payments to his 
wife. A subsequent divorce decree in 
corporated the previously entered into 
separation agreement, and the taxpaye! 
dutifully made periodic and regular 
payments to his former wife until her 
remarriage eight years later. He then 
refused to continue these payments con- 
tending that his obligations under the 
agreement terminated at the time of 
his former wife’s remarriage. 
Disagreeing, the taxpayer's wife 
brought an action in the New York 
Supreme Court to recover the sum she 


alleged was due. The Supreme Court 


decided in her tavor, and on appeal to 
the Appellate Division of the Supreme 
Court, the wife was again victorious. 
The taxpayer then appealed to the 
New York Court of Appeals. While this 
appeal was pending, taxpayer and his 
wife entered into an agreement wherein 
he agreed to pay her $34,000 less than 
originally stipulated under the terms 
of the first separation agreement. 

During this period of litigation, the 
taxpayer had paid his attorneys $12,000 
in fees, which he deducted from his in 
come tax as ordinary and necessary ex 
penditures for the production of in 
come. Was his assumption that by de 
creasing his liabilities he had increased 
his net taxable income and, therefore, 
produced income? 


THE RULING 


“We cannot agree,” the U. S. Circuit 
Court of Appeals emphatically stated 
(Hunter vs. United States, decided Feb- 
ruary 3, 1955). The production of in- 
come means the creation of increased 


| gross income and not the increase of 


net taxable income resulting from the 
reduction of liabilities. Therefore, con- 
cluded the court, the attorney’s fees are 
not deductible under the I. R. Code as 
“ordinary and necessary expenses—for 
the production of income.” 





THE QUESTION 


Should a gift of cash, from a corporation to an employee, be 
reported as taxable income by the employee? 


THE FACTS 


In appreciation for loyalty and de- 
votion to the welfare of the corporation 


board of directors of the corporation 
presented a gift of $37,500 to two of 


ALND . 


and OFFICE-ettes* 








PARTITION ettes 


ARNOT-JAMESTOWN DIVISION 
AETNA STEEL PRODUCTS CORPORATION 


Jamestown. New York 
(Circle 706 for more information) 





“over and beyond the call of duty,” the its principal employees. These gifts 





THE AUTHOR: Benjamin Newman is an attorney (member of the New York Bar) 
who specializes in tax matters, estate Aiaigr iy and real estate. He is associated 
with the law firm of Koenig and Bachner, in New York. 
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were to be paid in installments out of 
the surplus of the corporation. The 
corporation reserved the right to with- 
hold payment if surplus funds were in- 
sufficient, but only until surplus funds 
were sufficient. The company did not 
deduct this amount as an expense for 
tax purposes, and the employees re 


ported the money received as a gift. 
The Commissioner of Internal Revenue 
contended that the amounts received 
by the employees constituted additional 
compensation and assessed a deficiency 
in income tax. The employees held 
the money had been presented as a gift 
and was tax-free. Who was right? 


THE RULING 


In affirming the decision of the ‘Tax 
Court (Wallace et al vs. Commisstone 
of Internal Revenue), the U.S. Circuit 
Court of Appeals held that the money 
constituted taxable income to the re. 
cipients. The determination as_ to 
whether the money was a gift or ad- 
ditional salary depended on the intent 
of both parties involved—particularly 
the corporation who paid it. Failure 
of the employer to deduct the amount 
as business expenditure was significant, 
but not conclusive, of an intent to make 
a gift, said the Court. 

Future payments (to be paid out of 


surplus when available) implied that if 
it was an act of simple generosity, such 
generosity was modified at least par- 
tially by a consideration of the effect 
on the business. This contingent nature 
of the payment was more conclusive 
than the wording of the resolution or 
the evidence that the stockholders, di- 
rectors, and general counsel spoke of 
making a gift and called it a gift. 
The Court concluded that the termi- 
nology used by the parties was not 
deemed sufficient to substantiate the 
allegation of “intent to make a gift’’ in 
view of surrounding circumstances. 





THE QUESTION 


Are punitive damages reportable as gross income under the 


Internal Revenue Code? 


THE FACTS 


The taxpayer, a Pennsylvania cor 
poration, had been engaged in _pro- 
tracted litigation with another com- 
pany. Among the claims of Taxpayer 
were demands for punitive damages for 
injury to its business, resulting from 
the violation of the anti-trust laws. In 
December of 1947, the parties con- 
cluded a settlement of all pending liti- 
gation, and Taxpayer was paid approxi- 


mately $800,000. ‘Taxpayer did not re- 
port $324,529.94, represented as pay- 
ment of punitive damages for fraud 
and anti-trust violations, for the tax 
year involved. He reasoned that this 
sum was not includable and taxable as 
gross income, as defined by the I. R. 
Code. The Commissioner ruled other- 
wise and assessed a deficiency claiming 
the sum taxable. Who was right? 


THE RULING 


Whether punitive damages are in- 
cludable in gross income, and, therefore, 
taxable has been a recurring question 
which has received many different in- 
terpretations by numerous courts. On 
March 28, 1955 (Commissioner of In- 
ternal Revenue vs. Glenshaw Glass 
Company), the Supreme Court of the 
United States settled this issue. The 
court said the catchall phrase in the 
definition of gross income, “. . . includ 
ing gains or profits and income derived 
from any source,” was inserted by Con- 
gress to exert in this field “the full 
measure of its taxing power.” It has 
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been the interpretation of this court 
that Congress has applied no limitation 
as to the source of taxable receipts 
except as to those specifically exempt- 
ed. Here we have an instance of un- 
deniable accession to wealth, analyzed 
the court, clearly realized, and over 
which Taxpayer has had complete con- 
trol. The fact that payment was ex- 
tracted from a wrongdoer as punish- 
ment for unlawful conduct cannot de- 
tract from their character as taxable 
income to the recipients. It would be 


anomolous, concluded the court, to say | 


that a recovery for actual damages is 
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‘...a break for your secretary 
is a bonus for you” 


Typical Secretarial L 
with lowered typewriter table 
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PARTITION-ettes"' and OFFICE-ettes* 





Pe ARNOT-JAMESTOWN DIVISION 
ade Marke AETNA STEEL PRODUCTS CORPORATION 


| Trade Mark 
icensed under Du Pont Patent 

JAMESTOWN, NEW YORK 

(Circle 706 for more information) 








e's all 





Common Language Machines now enable the business office to carry 


out a complete clerical process through a series of automatic machine 


operations. A peep at what the future holds for office routines is given 


in Moore’s attractively printed brochure No. X. It describes an inte- 


grated Order-Billing-Shipping system which was designed by a large 


paper products manufacturer... and uses Moore business forms. It 


is one of the most efficient systems in operation, and is quietly making 


history with improved results and lowered costs. 





The System 


The system is one of receiving orders 
at a central control at the home office 
and assigning them to the various mills 
for processing ... with the prime ob- 
jective being speed and accuracy. The 
original order is prepared manually by 
the salesman on a Moore 4-part Speed- 
iset Sales Order. 


Preparing the Shipping Order: 
When the order is accepted. a master 
tape containing fixed customer infor- 
mation is removed from a file (or pre- 
pared, if the customer is a new one) 





and fed into a Flexowriter, The typist 
manually types item specifications on 
the Shipping Order, and the Flexo- 
writer automatically types the fixed 
information, while simultaneously pre- 
paring a punched tape containing all 
order information. The master tape of 
fixed customer iniormation is returned 
to the file for use in preparing future 
orders. 


Assigning the orders to the mills: 
Part 2 of the typed Shipping Order 
and the new punched tape are sent to a 
teletype operator who uses the tape to 
transmit the order to the proper mill. 


6 





The mill gets the order: Orders 
come over the teletype network, au- 
tomatically printing on a Moore 
4-part Shipping 
Form (Ware- 
house Release 
and 3 Bills of 
Lading). This 
gives the mill 
complete ship- 
ping instruc- 
tions and a rec- 
ord control with 
no extra writing 
operations. 





Preparing cards for inventory 
control: Back at the home office. the 
punched tape which had transmitted 
the mill order via teletype is used for 
a tape-to-card IBM punching opera- 
tion and then discarded. Each daily 
batch of tabulating cards resulting 
from this tape-to-card punch operation 
is tabulated to obtain a summary of 
shipments released the day before. 
This summary is used for important 
internal controls. 


Reporting and posting: The in- 
voice cards and/or summary cards 
then serve various uses: (1) Tabulate 
a summary freight run; (2) Tabulate 
daily-weekly-monthly shipment and 
sales reports by mill, product. ete.; 
(3) Tabulate inventories monthly; 
(4) Prepare a Transfer posting master 
for Accounts Receivable. 


Savings and Gains 


In SPEED... shipping orders and bills 
of lading are on any mill’s shipping 
platform within 3 hours after receipt 
of the salesman’s order. Punched 
tape has eliminated delays and the need 


(Circle 737 for more information) 





(Advertisement) 


ik Forms 





INVOICING THE CUSTOMER 


An 8-part Moore Fanfold inter- 
leaved form is stub-pasted for 
easy carbon extraction. Parts 1 
—4 go to customer; 5 Auditing; 
6 Division manager; 7 District 
manager; 8 Freight control. 











for transcribing. In Accuracy 
human error has been practically elim- 
inated. In AUTOMATION...a 
variety of operations are all integrated 
and automatized from the first typing 
(itself two-thirds automatic from mas- 
ter tapes) —sales orders. shipping or- 
ders. wire transmission, tabulating 
cards, invoicing. accounts receivable. 
inventory, sales reports. In EcoNoMy 

. needless steps have been eliminated 
from operations, with savings in cleri- 
cal expense. 


wide 


If you would like a fuller picture of 
this example of Integrated Data Proc- 
essing, with the forms illustrated, send 
the coupon below to the Moore office 
nearest you. It will bring a copy of 
the System Survey. 


ee ee a et ee ee ee 7 
Moore Business Forms, Inc., Dept. MM-3 
Niagara Falls, N.Y. 
Denton, Tex. 
Emeryville, Calif. 
Please send a copy of Systems 


Survey No. X. 


Name 


Title 


Company 


Street 


City Zone State 


taxable, but that the = additional 


amount, extracted as punishment for 


the conduct which caused the 


injury, is not. 


Same 





THE QUESTION 


Are ‘‘salary”’’ payments 
made to the widow of a de- 
ceased partner includable in 
her income? Are the payments 
deductible expenses by the 
partnership? 


THE FACTS 


Black’s Drive-It-Yourself 
was a partnership composed of members 
of the John W. Black Sr. family. ‘The 
partnership agreement of the com 
pany provided that John W. Black Sr., 
as general manager, be paid a “salary” 
of $20,000 per annum. 

John W. Black Sr. was killed in an 
February 1, 


( sompany 


automobile accident on 
1948. The surviving partners met on 
March 5, 1948 and agreed that the 
widow of the deceased partner, Ethel 
Black, continue to receive his salary for 
a period of one year. On December 15, 
1949, the partners extended the pay 
ments of salary to her for the year 1949. 

Ethel Black filed her income taxes 
for the years 1948 and 1949 but did not 
report such “salary” payments to her 
by the partnership. The partnership's 
tax returns for each of the years re- 
flected these deductible 
expenses of the partnership. 

The contended that 
these ‘“‘salary’’ payments are includable 
income to Taxpayer Ethel Black as her 
distributive share of the partnership 
profits. Taxpayer’s contention was that 
the “salary” is a non-taxable gift and a 
deductible expense to the partnership. 
Who is right? 


payments as 


Commissioner 


THE RULING 


The Treasury regulations provide 
that when the salary of a deceased of 
ficer or employee is paid to the widow 
for a limited period after death in 
recognition of services rendered by the 
deceased, such payments may be de- 
ducted by the employer taxpayer. 

However, the court declared that a 
partnership is not a taxpayer as such— 
and that all statutes and regulations 
point to the single conclusion that the 
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partnership was not authorized by regu- 
lations to charge the sums paid to Mrs. 
Black as expenses to its operations. 

As to Mrs. Black, continued the 
Court, since she rendered no services 
whatsoever to the partnership, there 
was no consideration for “salary” pay- 
ments. The mere fact that she was a 
partner did not require that gratuitous 
payments to her be considered distribu- 
tion of income rather than as a gift. 
Donative intent is apparent from the 
course actually pursued, concluded the 
court. Therefore, payments were to be 
considered as non-taxable to Mrs. Black 
and non-deductible to the partnership. 
(Ethel M. Black, etc. v. William E. 
Davis, former Collector of Inteinal 
Revenue, decided February 28. 1955.) 


THE QUESTION 
Can the Bureau direct a 
state agency to disclose con- 
fidential, financial informa- 
tion about a taxpayer. when 
such disclosure is prohibited 
by state and federal laws? 


THE FACTS 


[he Director of a public welfare 





agency received a summons ordering 
him to give testimony and produce 
documents pertaining to the applica- 
tion of taxpayer’s deceased mother for 
old-age aid, including the _ financial 
data furnished by taxpayer. The di- 
rector maintained that he was pro- 
hibited by the Statutes which provide: 
“|For the protection of applicants and 
recipients, the Commission . . and de- 
partment . . is prohibited . . from dis- 
closing the contents of any records, 
files, papers, and communication ex- 
cept for purposes directly connected 
with the administration of the pro- 
grams of old age assistance . .” 


THE RULING 

It cannot be denied, said the court 
(Tucker vs. Hilliard, U. S. District 
Court, decided March 4, 1955) that the 
records in question were not requisi- 
tioned “for purposes directly connected 
with the administration of old age as- 
sistance.”” Such protection survives the 
death of the applicant, said the court. 
Therefore, it concluded the summons 
in the case must be quashed. However, 
the Internal Revenue Service may 
subpoena such records if thev are in the 
possession of a federal agency. 
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CATERPILLAR, tx 


50 YEARS ON TRACKS 


« 


. “ OUfationad Accounting Machines save us, 













* in operating costs, 51% a year on our investment.” 


—CATERPILLAR TRACTOR CO., Peoria, Illinois 


“World's largest maker of crawler tractors” 


“We believe the growth of our company but also to help our operators do more and 
and the increased acceptance of our prod- better work with less effort, and to obtain 
ucts over the past 50 years are due, in large needed data on schedule. . 
measure, to our constant search for more “The versatility of these machines, 
efficient, economical ways of performing which enables us to switch them from one 
every operation. Thus we can continually job to another, and the simplicity of train- 
produce better products to meet custom- ing Operators, are also important to us. 


ers’ expanding needs and applications. 
“We use National accounting machines 
in our accounting work, not only to save Wt ¥ , 
valuable time and reduce operating costs, Vice President 


THE NATIONAL CASH REGISTER COMPANY, vayron 9, on10 
977 OFFICES IN 94 COUNTRIES 


(Circle 740 for more information) 


In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your near- 
by National man will gladly show 
how much you can save—and why 
your operators will be happier. 





7 





F H means 
Forget Hand-folding 


...and save! 









A lot of people in a lot of offices would 
be glad to forget hand-folding if they 
could. It’s a boring chore. Wastes many 
hours of valuable company time. 

A Pitney-Bowes model FH 
office Folding Machine will 
make everybody happier... and 
end the waste! The FH is small, 
portable, takes up little space — 
and costs less than a standard 
typewriter! Electrically driven, 
with semi-automatic feed, it will 
fold all your form letters, 
bulletins, statements, mail 
enclosures, etc....far faster 
and more accurately. 
(Automatic feed optional at 
slight extra cost). The FH can 
make two folds at once, double- 
folding up to 5,000 sheets per hour 
—even folding sheets stapled together. 

It makes eight different folds, handles 
sheets from 3x3 to 8'2x14 in a wide 
range of paper weights and finishes. And 
it takes only a few seconds to set it for a 
job. Just move two little knobs to adjust 
it for the kind of fold you want. Easy as 
tuning your TV! 


The FH costs less 
than a typewriter! 


For a demonstration in your own 
office, call the Pitney-Bowes office listed 
in your ‘phone book—or send the coupon 
for free illustrated booklet. 





Fully automatic model FM 
folds up to 19,000 sheets per hour 


PitNEY-Bowes, INC. 
4502 Walnut St., 
Stamford, Conn. 





PITNEY-BOWES 


Helly 


Send free booklet on Folding Machine to: 








A tA 
olding Machines: >» 
Firm 
Made by Pitneyv-Bowes, Inc.... originators 
of the postage meter...94 branch offices, Addeom 
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with service in 259 cities in U.S. and Canada. 


(Circle 747 for more information) 
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ELECTRONIC BRIEFS WORTH REPEATING 


Computer contributions 
I would say that computers will 
make at least three major contribu 
tions to office automation. I believe 
that the order of eventual import 
ance of these will be: 

1. Better information about busi 
ness operations. Through new 
kinds of reports and through the 
use of computing equipment, oper 
ating information can be processed 
in new ways to provide manage- 
ment with more useful reports than 
is now economical with manual 
and punched card methods. 

2. Faster reports, making possible 
time reductions on the order of 30 
to 1. Financial as well as inventory 
and production reports can be pre- 
pared one day after the close of a 
corporation’s books rather than 
thirty days as is now the case with 
many companies. Time savings of 
a similar order are possible in 
many other reporting areas. 

3. Reduced clerical 
many cases, however, the cost sav 
ings are proving to be primarily at 
tributable to replacements of many 


costs. In 


punched card machines by one 
computer rather than through re 
ductions in clerical staff. 

I would like to mention a case 
in which we have succeeded in re- 
ducing business costs by providing 
better information, for while I am 
confident that this area represents 
one of the greatest future uses of 
computers, I recognize that it is 
very difficult to convey the precise 
nature of such an application with- 
out citing an example. 

We have been working with a 
manufacturer having several mills 
in different geographic locations. 
Order allocation —the determina 
tion of where any specific order 
will be manufactured had in the 
past been performed by one man 
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in the central othce and was based 
largely upon a table of freight rates, 
and some rules of thumb. Using an 
electronic computer that is rented 
for only a few minutes each day, we 
have worked out a program that 
takes into account many additional 
factors such as production sched 
ules and cost structure in each 
plant. No clerical saving is realized 
in this application, but the dollar 
return for the small cost in origin- 
ally working out the problem is 
enormous. 

JOHN DIEBOLD, John Diebold & As- 
sociates, Inc. 


Hurrah for automation 


One can reassure those who worry 
about technological unemployment 
by using the ideas of a French econo- 
mist named J. B. Say. Over a century 
ago, Say drew up a simple litte eco- 
nomic law that is taught to every 
student of elementary economics, 
namely that "The total demand for 
goods is the total of goods pro- 
duced." That is, whatever is pro- 
duced and offered for exchange in 
the market place is both demand and 
supply. Combine that economic law 
with page one of the economics text- 
book, i.e., ''Man's material wants are 
insatiable,"" and you have the basic 
case for maximizing production. It 
quickly follows that technological ad- 
vances that seem to displace labor 
do nothing of the sort. If less labor 
is needed per unit of output, then 
that merely frees some labor to pro- 
duce still more of the same thing or 
of something else. 

JAMES DAWSON, The National City 
Bank of Cleveland 


Electronic supervisor controls 


A new “electronic supervisor” 


that follows pre-set programs and 


methods 








automatically switches on or off up 
to 40 groups of remote operations 





each on its own time schedule 
was demonstrated by the Interna- 
tional Business Machines Corpor- 
ation in February. 

The new Central Control System 
will switch lights on or off, start 
and stop motors, open and close 
valves, control air conditioning, 
and perform scores of similar oper- 
ations. Its most advanced applica- 
tion will be to start and stop pro- 
duction line machinery in auto 
mated plants. 

Che Central Control System will 
control operations automatically, 
maintaining the exact schedule 
established on its programs. But if 
it is necessary to depart from the 
pre-set program, manual operation 
is possible. A supervisor can break 
in on the control system at the cen 
tral panel, for example, to turn on 
facilities for a special night shift; 
or he can break in at the remote 
relay, perhaps to turn on the lights 
or to stop the motors in a particu 
lar section of the plant. 


The machine-replaced worker 


“When you talk about mechanizing 
any operation, that old bugaboo, 
technological unemployment, rears 
its head. | will be the first to con- 
cede that there is nothing bugaboo- 
ish about technological unemploy- 
ment to someone who is laid off when 
a new machine arrives. All he knows 
and cares about is one thing: He 
doesn't have a job. What will -happen 
to the employees displaced by the 
machines? A good way to answer 
that is to see what happened to 
those displaced by machines 20 or 
30 years ago. They not only found 
new jobs, but the very machines 
which displaced them are part and 
parcel of a steady trend which 
steadily increased their standard of 
living." 

DON G. MITCHELL, Chairman of the 
Board, Sylvania Electric Products 


“Brain” to replace 350 clerks 


The Army is installing a mam 
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Through IBM research, another FIRST for business 


KEY TO 

THE FIRST 
ALL-TRANSISTOR 
CALCULATOR 
OFFERED 


TO BUSINESS! 





In the IBM 608, tiny transistors are combined with the fantastic 

“memory” capacity of magnetic cores to give business a data processing 
machine with significant new advantages. Made without a single 

vacuum tube. the IBM 608 Transistor Calculator uses these new solid state 
electronic components to meet the needs of business for faster computing and 


greater storage capacity with traditional IBM reliability. 


The new IBM 608 reduces power requirements by 90%, saves valuable floor space, 
requires no forced air cooling, and can be operated from a standard 

110-volt A.C. outlet. Exciting developments like the IBM 608 Transistor ¢ ‘aleulator 
open the way to electronic data processing for more businesses than ever. 
International Business Machines Corp., 590 Madison Ave., New York 22, N.Y. 
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DATA World's largest producer of 
PROCESSING data processing machines 








(Circle 730 for more information) 








Presenting ... the 


NEW 


PORTABLE, LOW-COST 
ADDRESSOGRAPH" 





a for departmental use mn large business... for repetitive writing mn every business 





MODEL 30 


A machine to put on the job where the job is being 
done ... in the office, factory, warehouse, or store 


a a brand new business tool that extends the traditional 

advantages of the Addressograph plate to every department 
of every business. Hundreds of profitable uses! It will save time 
and money wherever repetitive writing is done. For complete 
information call your nearby Addressograph branch office. 


© 1955 A-M Corporation *Addressograph is a registered trade-mark of the A-M Corporation 


Write for descriptive folder. 

Address Dept. A-103 

Addressogra sp -Multigraph Corporation 
1200 Babbitt Rd., Cleveland 17, Ohio 


SERVING SMALL BUSINESS—BIG BUSINESS—EVERY BUSINESS 
(Circle 701 for more information) 
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budget terms 


featuring 


A new long-life Carbon Ribbon 


Speed...does an hour’s manual 
work in minutes 


Fast-filing, low-cost card index plate 
Lightweight. .. weighs only 19 Ibs. 


Compactness . . . occupres less than 
I sq. ft. 

Automatic Plate Feed with auto- 
matic refile in original order 


Addressagraph-Multigraph 
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moth electronic brain in Detroit to 


replace 350 clerks who keep an in- 
ventory of the replacement parts 
needed to keep all U.S. military 
vehicles rolling. 

The brain costs $5,000,000 but 
Brig. Gen. Paul M. Seleen, com- 
mander of the Detroit Tank-Auto- 
motive Center, estimates the device 
will pay for itself in six years. He 
said clerks take a month to do what 
the machine will do in minutes. 

The brain will keep track of 
every fanbelt and wingnut the 
Army buys. When it sees stock fall 
ing on any of 450,000 items it will 
flash a warning to buy more 
FROM YHE ASSOCIATED PRESS. 


Inter-plant computer hook-up 


General Electric recently inaugurated 
a four-way hook-up for the rapid 
processing of engineering and re- 
search problems on two giant elec- 
tronic “brains.” 

Linked in the communications sys- 
tem are G. E. plants at Evendale, 
Ohio (which is using a big IBM 701 
on three shifts daily), at Lynn, Massa- 
chusetts, and at Schenectady, New 
York. Fourth point in the hook-up is 
IBM's Technical Computing Bureau 
at 590 Madison Avenue where G.E. 
will rent a second 701 for a full 
eight-hour shift daily. 

The fink between the computing 
centers in this system is provided by 
IBM's recently announced Electronic 
Data Transceiver, a device which 
duplicates sets of punched cards at 
remote points by means of tele- 
phone, telegraph, or radio circuits. 

"This system provides an exciting 
foretaste of what can be expected in 
the field of data processing between 
remote points," according to Dr. 
H. R. J. Grosch, of G.E. “Although 
we are concerned principally in this 
setup with processing of design and 
engineering problems," said Dr. 
Grosch, "it takes little imagination 
to envision a similar network tying 
in many plants and branch offices 
for the central handling of standard 
accounting and record-keeping pro- 
cedures." 
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Gamble new product research against increased sales potential 


sales ideas 


ls distribution becoming too 
selective in smaller firms ? 


by Arthur Basescue, President 


Bassons Industries Corporation 
New York 


CE eis a rare Company 
which fails to recognize, and discour- 
age, the marginal customer, the small 
order, and the low-volume product. 
This is due to the radical increase in 
the cost of doing business during the 
last decade. Most sizeable manufactur- 

s have classified their customers and 
lh into A, B, and C groups, and 
have pretty well 


mapped out their mr motivations for 
salesmen’s days to [g@RREIoS 

exclude undue at- ) a Wo -3 eh = | 
tention to any but 2. To perfect 

the most sure-fire, manura 

profitable business. - To 


wit h 


on a new product: 


cturing process. 
gather experience 





is personal daring, relatively unham- 
pered by such big-company millstones 
as committees, internal hierarchies, red 
tape, tradition, etc. At Bassons, we 
have developed important new business 
—and broadened our horizons consid- 
erably — by repeatedly sticking our 
necks out. 

For example, during the early days 
of World War II, 
when reinforced 
plastics was in its 
infancy, we learned 
that the Army was 
seeking jet engine 
containers which 


“taking 


new market. 


a new 


material. 


This slide-rule ap- - could withstand 

proach is un- ne Seam San type burial underground 
of distribution. 

doubtedly necessary, Se Se for five years. No 
but perhaps it is go- product base. material was spe- 
ing too far. We seem . To attract certain cified. Our engineers 
to be losing the per- personnel, thought we could 
sonal element—call - To build up cou- qualify with a fiber- 
it gamble, hunch, or pany prestige glass-reinforced plas- 
judgment — which +O Bet Spec 1 ialize , tic container. The 


° ° pub eae 
sometimes dictates 


that we cultivate a 
seemingly unprofit- 
able product or cus- 
tomer for its unde- 


To cu 
and-= 


fined potential. The smaller manufac- 
turer is particularly plagued by the 
dilemma: should we stick to “safe” 


business and stand still, or should we 
try our wings even when we cannot af- 
ford the last word in high-priced de- 
velopment and research? 

It seems to me that the true forte of 


the small and medium-sized company 
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team 


military was politely 
interested, but they 
were not investing 
in our research, nor 
would they foot the 
bill retroactively if we did succeed in 
making such a case. Starting virtually 
from scratch, we tested and failed, and 
tested and improved, and finally came 
up with a superior container that got 
the orde: 


an up- 


tor us. 
No. We did 
recoup our research costs on that item. 


A success story? neve? 


The return came later. Having learned 










Q. When Is Your Office 
> More Efficient? 


A, When There’s 
SUCCESS on Every Desk! 








When you 
think of 
SUCCESS 
.. think of 
CALENDARS 









When you 
think of 
CALENDARS 

think of 
SUCCESS 


CoOLUMBIAN ae Wonks. INC. 


2300 West Cornell Street, Milwaukee 9, Wisconsin 





(Circle 709 for more information) 








Alas, poor foreman! The plant manager is 
really blowing up. And so soon, too! ... 

For the idle man-hours he’s beefing 
about were chalked up only vesterday. Yet 
the whole story was on his desk today... 
thanks to the speed of Keysort punched- 
sard accounting. 

Time was when below-standard per- 
formance went undetected for weeks, 
while overhead leaped upward like a 
gazelle. Slowly-processed figures were to 
blame. But now Keysort gives the plant 
manager a detailed summary of the previ- 
ous day’s labor costs by 2 P.M. each after- 





noon. Knowing the facts, he can move to 
correct wasteful in-plant situations on 
time — before they turn into profit drops. 


A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and give 
them to you fast. In your hands, complete, 
by the 4th of each month. Important inter- 
im figures weekly, even daily. Whether 
yours is a 100-man branch plant or a pay- 
roll of many thousands. At surprisingly 
low cost. 


The trained McBee man near you can 
show you how it’s done. Or write us. 
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Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens. Ohio * Division of Roval McBee Corporation 


Offices in principal cities © In Canada: The McBee Company. Ltd., 179 Bartley Drive. Toronto 16. Ontario 
(Circle 734 for more information) 








how to make reinforced plastic into 
such huge shapes, we applied the 
knowledge to a host of other products 
never before attempted in plastics. 
Another wartime flyer which paid 
off later was a plastic carrying case. We 
looked at the then-existing wood and 
metal containers for the delicate and 
intricately shaped contents of a chemi 
cal warfare kit containing test tubes, 
bottles, etc., and decided to try ow 


hand at something entirely different. 


Many months and dollars later, w« 
came up with a smaller, lighter and 
safer—case. We produced multi-cavity 
parts never before achieved from a 
single sheet of plastic. The experi 
mental cost was on us. But from it grew 
one of our most stable, staple items 
tailor-made carrying cases for every 
thing from a tote box for guns to a 
salesman’s sample case. 

Sometime ago, we decided to broaden 
our base by entering the consumer 
market with a line of serving pieces 
and giftware made of clear plastic, with 
Philippine raffia floated inside. The lin: 
is not sweeping the country—yet. How 
ever, the process we developed got us 
the job of making lap trays for com 
mercial airplanes. It also led to the de 
velopment of a new, reinforced plastic 
department-store display table. 

Research is not the only factor in a 
plunge. Sometimes the decision in 
volves going along with a custome? 
who, on the face of it, seems to hold 
little promise. A moderate-sized com 
pany which does not want to ove! 
extend itself sometimes has to choose 
the business it can accept. It always 
can decide which business to pursue 

At a time when we were operating at 
almost full capacity, we were invited 
by the maker of an electronic flash unit 
to design a lightweight, compact case. 
Less demanding assignments were in 
the offering—ones in which we would 
simply be handed the blueprints—but 
we felt we would be contributing di 
rectly to the methods product’s success 
The item is making money and we 
haven’t regretted our decision 

Many hunch plays did not quit 


| come off. But the failures give us the 


experience on which to build the suc 


cesses. There is no set of rules for when, 


| how, and where to throw away the rule 


book. We'd be right back to the scien 
tific approach if there were. m/m 
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mmm Uniess the stock of 
your company is traded regularly, it 
could be extremely difficult to deter- 
mine its value. If your firm is unin- 
corporated, your problem is further 
complicated. The seller seeks a high 
price and the buyer seeks a low price. 
Prolonged negotiation usually results. 

This is particularly true when busi- 
ness owners want to enter into a buy- 
and-sell agreement contingent upon the 
death of one of the parties. Since these 
agreements are usually funded by life 
insurance, life underwriters are _ fre- 
quently called upon for advice during 
such negotiations. Our job is to assist 
the parties in their efforts to set a fair 
and realistic transfer price, without im- 
pinging on the job of the attorney or 
the accountant. 


What's a good price? 

Let’s assume that the several owners 
of a business have each agreed to sell 
his interest to the others when he dies. 
The negotiators are in a strange posi- 
tion since each must picture himself as 
both a buyer and seller. Not the least of 
his considerations, too, is the fact that 
the final price agreed upon will prob- 
ably establish a value for estate tax pur- 
poses. (It is worth remembering that 
the government generally accepts a 
value arrived ‘“‘at arm’s length, when it 
is a bona fide transaction between 
parties seeking a fair market price.” 
[his is an extremely valuable by-prod- 
uct of a buy-and-sell agreement.) 

In these situations, there are a num- 
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" A BUYER 


by Paul Brower 
Advanced Underwriting Specialist 
Mutual of New York 


How much is your business worth? 


W hen it comes fo fixing a price when selling a business—or establish- 


ing the value of closed corporation stock—here are the formulas used 


ber of formulas which may be applied. 
Since businesses vary widely, we do not 
recommend them as anything more 
than “yardsticks.” As such, however, 
they are very valuable. 


A case in point 

As an example, let’s look at the skele- 
ton balance sheet for the A & B Com- 
pany, shown in Figure 1. If A & B were 
to accept Book Value as the worth of 
the business, they would have a value 
of $60,000.00 — capital accounts plus 
earnings. But, if they did use that as 
the transfer price of their business in- 
terests, they might be short-changing 
themselves and their families. 

How come? Think of the earning 
power of the business and the business 
owners. Assume normal earning power 
of this type is 15% of invested capital. 
Capital, we know from the balance 
sheet, is $50,000.00. So here, normal 
earnings would be $7,500.00 ($50,- 
000.00 x .15). Again, referring to the 
balance sheet, we learn that the actual 
earnings were $10,000.00—which is $2,- 
500.00 above the norm. So now we 
capitalize $2,500.00 at 15% — that 
means divide by .15 or multiply by 624. 
We come up with the fact that the 
earning power of this business is worth 
$16,666.00. 

So this business is really worth: 

Not $50,000.00—the Capital Value 

Not $60,000.00—the Book Value 

But $76,000.00 — Book Value plus 

earnings due to goodwill 


In this case, we used a partnership 


statement. If it was a corporate balance 
sheet, “capital accounts” would be 
shown as “outstanding stock,” and 
“earnings” would be shown as “profits.” 

In the case we used, the owners were 
the same as “goodwill.” Sometimes the 
parties will agree upon a stated figure 
for the value of the goodwill (instead 
of using a formula for arriving at its 
value). This is all right as long as the 
parties use a realistic figure and they 
keep it up-to-date. But goodwill is not 
always measurable. Nor is goodwill al- 
ways a valuation factor. Take the case 
of many small businesses where earn- 
ing capacity is often closely tied to the 
talents and efforts of key men. These 
talents cease with the death of the in- 
dividual and result in no economic 
benefit to the surviving members of the 
firm. The courts have held that good- 
will is a valuable factor only if it be- 


longs to the business. In effect, goodwill 
must be able to survive a fer of 
the business. High earnings, in and of 
themselves, do not indicate goodwill. 


Three formulas for valuation 

The three formulas given below are 
ones used by the government in estate 
tax situations affecting closed corpora- 
tions’ stock where the owners have not 
set a buy-and-sell agreement. In most 
cases, a company’s accountants are best 
equipped to determine which would be 
most useful for the parties in the busi- 
ness that is involved. ' 


STRAIGHT CAPITALIZATION 
METHOD 
This method is set to allow for 
evaluating goodwill as well as tan- 
gibles. Assume that a manufacturing 
company earns $40,000.00. These earn- 
ings are capitalized on an 8% basis; 


Figure 1. { 








A & B COMPANY — BALANCE SHEET 
December 31, 1954 








Assets Liabilities 
Cash $ Notes Payable $ 
Accts, Receivable Accts. Payable 
Inventory Pa TN ES Oe oo a nin's 
Total Current Assets $65,000 Total Current Liabilities $25,000 
Plant and Equipment $30,000 Mtge. on Plant & Equip. $10,000 
$35,000 
A's capital Acct. $25,000 
B's capital acct. $25,000 
Earnings Available 
to A & B $10,000 
Partnership Net Worth 
(Book Value} $60,000 
Total Assots $95,000 Total Liabilities $95,000 
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thus, $40,000.00 x .08 is equal to a 
$500,000.00 value. 


2 INCOME TAX METHOD 


In this case, we allow a fair return 
of 8% of average tangible assets on th« 
$40,000.00 average earnings. Let’s say 
the average value of tangible assets is 
$300,000.00. We then determine the 
earnings in excess of 8% of average 
tangible assets, and capitalize them on 
a five-year purchase basis to arrive at 
values of “goodwill” or intangibles. 
This figure is then added to tangible 
assets to get an over-all basis. Here’s 
how the computations look: Average 


value of tangible assets $300,000 
Average earnings $40,000 
89% of average tan- 
gible assets 24,000 
Excess $16,000 
Value of goodwill 
(5 x $16,000) 80,000 
Total value $380,000 


THE YEARS PURCHASE 
METHOD 


In this case, we assume a fair return 
of 6% on the Book Value of the com- 
pany. We deduct this fair return from 
the average earnings. We then multiply 
the excess earnings by five years to com- 
pute the value of goodwill. This figure 
is added to the Book Value to arrive at 
total value of the company. The com- 
putations look like this: 


Book value 
Average Earnings 
6% of Book value 


$300,000 

$40,000 

18,000 
$22,000 
Excess earnings over 
6% of B.V. $22,000 
< 5 years purchase 
equals value of 


goodwill 110,000 


Total value $410,000 

These are measuring rods—a_ busi- 
nessman and his advisors are the best 
judges of the worth of a business and 
the standards that must be applied to 
determine that worth. The proper tools 
are important in fixing a price fair to 
all concerned. m/m 
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AN 


me What happens when 
an employee, working on company 
time, using company tools, facilities, 
gained through his 
company experience, comes up with 
an idea for a new product or even an 
invention? The courts have held that 


and know-how 


an employer has no rights to inventions 
made by employees, merely because of 
employment. It is with this court rul- 
ing in mind that most corporations 
have taken positive steps to protect 
their “equity” in the creative activities 
of their employees. This is done by 
means of a “Patents Plan’’—an agree- 
ment between the company and the 
employee-inventor, which details the 
rewards and the rights of both parties. 

Patents Plans vary widely. Some 
seem extremely liberal—others imply 
exploitation of the employees beyond 
all ethical standards of normal indus- 
trial relations. Most often, however, 
these plans do not vary as widely as 
a first glance would indicate. What 
does vary, in alarming disproportion, 
is the manner in which the company 
makes the presentation of its “patents 
plan” to employees. 


A case history 


One of America’s largest corpora- 
tions broke almost every rule in the 
book in trying to put an Inventions 
Plan into effect. In this case, ironically, 
the Patents Plan was far more liberal 
than most. It provided for a 15°% con- 
tinuing royalty to the employee, plus 
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How to sell © 


INVENTIONS PLAN 


to your employees 


the payment of a $100 bonus. Under 


such an arrangement, an employee 
could realize a rich financial reward 
for his patent. 

The corporation is no infant in the 
world of business and finance. It has 
a tremendous backlog in defense busi- 
ness; it has more than 50,000 employ- 
ees; it has plants strategically located 
throughout this country and Canada. 
It has engaged in the production of a 
wide variety of military items, many of 
them top secret. It has aggressive, 
youthful management. Its stock has 
tripled in value within the past year. 
In retrospect, it seems almost incon- 
ceivable that this company, brilliant in 
the conduct and development of its 
business, could have proven so inept in 
dealing with its own employees. 

Two years ago, the directors of the 
corporation approved an “Inventions 
Plan” for the employees. For some un- 
explained reason, nothing was done to 
circulate the plan or to put it into 
effect. It remained with the legal de- 
partment. Then, after 17 months, a 
bombshell exploded unexpectedly in 
the corporate lap. 

Two supervisory employees at one 
of the most important subsidiaries of 
the corporation invented something 
that threatened to revolutionize devel- 
opment in a certain industry. Of infi- 
nitely greater importance, the inven- 
tion appeared to have real possibilities 
in the atomic field. The directors, exec- 
utives, and legal staff were caught short. 


The right and the wrong way to handle an effective program 


The problem was how to extricate 
themselves. Here the corporation got 
its first and only break. 

The principal inventor had been an 
employee for thirty years. When the 
General Manager, augmented by some 
legal assistance from the home office of 
the corporation, talked with him, he 
agreed to sign the Inventions Agree- 
ment. His co-inventor did likewise. 
The “fire” was thus temporarily put 
out. The corporation, not wanting to 
be caught napping again, told the legal 
department to whip the Inventions 
Plan into final form. Almost overnight 
it was reproduced in a booklet. Now 
the real trouble began. A copy was 
mailed to each employee at his home, 
with this letter: 

Dear Fellow Employee: 

The Board of Directors has ap- 
proved an Inventions Plan for Em- 
ployees. The enclosed booklet de- 
scribes for your information the 

purpose and scope of the Plan. 

In order to participate in the 
Plan, it is necessary that all employ- 
ees sign an Inventions Agreement, a 
copy of which is also enclosed for 
your study. 

Your department head will notify 
you as to the time and location of 
the formal signing of the Inventions 
Agreement. Your cooperation will 
be most helpful. 

Sincerely, 
General Manager 





The kindest thing that can be said 
about this letter is that it is more 
notable for what it does not say than 
for what it does. It makes no effort to 
explain an “Inventions Plan.” It went 
to several thousand employees, many 
of them with little or no education. 
At least 95% of them had never heard 
of an “Inventions Plan.” 

It would have helped if the General 
Manager had written: “Jf there is any- 
thing in this booklet which you do not 
understand, please come in to talk to 
me about it.” It would have helped 
further if he had explained that “this 
plan is similar in all respects to the 
inventions plan used by other leaders 
in our own industry.” 


The most damaging thing about the 
letter is that it left the rank and file 
employee utterly confused. It says, “Jn 
order to participate in the Plan, tt is 
necessary that all employees sign an 
Inventions Agreement. . . .” This 
makes it appear that the Plan will not 
go into effect unless all employees sign 
the Plan. This confusion is 
pounded by the final paragraph telling 
the employee that his department head 
will notify him as to the time and loca- 
tion of the formal signing of the In- 
ventions Agreement. This leaves the 
impression that the signing is a “mass 
signing,” 
that the employee has no choice but to 
sign at the appointed time and place. 

The booklet aroused suspicion from 
its Opening sentence: “To encourage 


com- 


more or less compulsory, and 
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and stimulate inventiveness by em 
ployees, the Board of Directors of the 
Corporation has adopted this Plan.” 
The employees did not feel that this 
was the basic purpose of the Plan. 
They also did not like another sen 
tence on this same page: “This Plan 
shall be administered by an Inventions 
Committee, the members of which shall 
be appointed from time to time by the 
Board of Directors.” The workers felt 
that if all this was being done for them, 
they should at least have a place or two 
on the Committee. 

The booklet contained 12 pages, 
consisting of 14 sections. The last 3 
paragraphs of the booklet are quoted 
herewith, in part, to show how the 
corporation failed to understand the 
human relations problem involved in 
trying to put across this Plan: 


a) The Corporation shall have the sole 
discretion in determining the matter of 
the sale, licensing, use, assignment or 
other disposition of any invention, and 
whether the same will be with or without 
compensation therefor; the Corporation 
with its sole discretion may grant royalty- 
free licenses or may waive future royal- 
ties or other payments of any licenses or 
sales... 

b) The Corporation reserves the right at 
any time to modify, revoke, or terminate 
this Plan by executive order. 

c) The Corporation, in its sole discretion, 
reserves the right to reward employees 
who are not otherwise entitled to re- 
muneration under this Plan. 


The booklet left the employees with 
the firm impression that the Plan was 
strictly for the Corporation, with the 
employees left to tag along with little 
more than the leavings. 

The reaction of employees to the 
Plan was immediate. They were indig- 
nant. They felt that their intelligence 
had been insulted by being asked to be 
a party to what appeared to be a one- 
sided deal. Confused by the terminol- 
ogy in the booklet, they stormed their 
union’s local offices for information. 
The union took one look at the letter, 
the booklet, and the Inventions Agree- 
ment, and said, “Sign nothing!” 

The Local then requested a meeting 
with management for clarification. 
Management at the decentralized sub- 
sidiary was unprepared to answer any 
questions about the Inventions Plan. 
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To suit your needs. You can photograph the 
fronts and backs of documents simultaneously 
side by side on 16mm film; or photograph the 
fronts down one side, then up the other... 
or across the full width of the film. A specially 
designed spacing control prevents film waste 
... gives you maximum number of images per 
foot with automatic or hand feeding. Glass 
document guides assure sharper pictures. 





Eliminates a separate job of endorsing 
checks before deposit in your bank. The 
Reliant does it automatically in the fast, 
smooth microfilming run. The time saved 
quickly pays for the high-precision endorser 
unit, optional at slight extra cost. This 
accessory conforms with the Reliant’s trim, 
all-metal design . . . becomes an integral part 
of the microfilmer when attached. 


(Circle 719 for more information) 
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.. the Recordak Reliant 


_..a sensational high-speed, low-cost microfilmer by the originator 
of modern microfilming. Check its plus features designed for 
even greater efficiency and economy in business record keeping 





Just like having 3 microfilmers in- 
stead of 1. You'll be able to photo- 
graph your records at any one of three 
reductions . . . 40 to 1, highest in 
16mm automatic microfilmers; 32 to 1; 
and 24 to 1. Thus, you can always get 
the right picture size for the job at 
hand. Takes only a minute to switch 
lens kits for desired reduction. (One 
lens kit is included in Reliant 
other two are low-cost accessories.) 





Eye-level stacking. No stooping or 
reaching by your operator—she sees 
the documents pouring out . . . neatly 
stacked in sequence. Receiving tray can 
be adjusted immediately for varying 
sizes. All controls are at her finger tips 

. item counter and film-footage indi- 


cator can be checked at a glance. All of 


these features—plus many, many more 
—in the surprisingly low-cost Reliant. 
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Stops double feeding. The Reliant’s 
revolutionary high-speed automatic 
feeder sets new standards for accuracy 
. . . all but ends possibility of missed 
pictures. If two documents are stuck 
together, they’re halted in feeder. More 
than 400 3x5-in. file cards . . . up to 
140 letters can be photographed per 
minute. Slightly oversized documents 
(over 11 in. wide) can be photo- 
graphed without a wrinkle or tear. 


to profit by reading it. 


Name 


=RECORDEK Fa 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming—and 
its application to business systems 


RECORDAK CORPORATION (Subsidiary of Eastman Kodak Company) 
444 Madison Ave., New York 22, N. Y. 





Here’s extra protection. Two rolls of 
film can be exposed simultaneously at 
all three reduction ratios; and with all 
three microfilming methods. This is an 
important advantage when extra films 
are needed for off-the-premises or vault 
storage. Or when home office as well as 
branch office must have copies. Some- 
thing else—the Reliant accommodates 
200-ft. rolls of film, which cuts your 
film-loading operations in half. 


—-------- MAIL COUPON FOR FREE BOOKLET——————————: 


“Short Cuts that Save Millions” shows how 

you can cut costs with the new Recordak Reliant. 
Typical case histories show how Recordak Micro- 
filming saves for over 100 different types of 
business, thousands of concerns. You’re bound 


“Recordak’’ 


is a trade-mark 
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Wires buzzed between the subsidiary 
and the Corporation’s home offices. It 
was decided, in an effort to calm the 
situation, to indefinitely postpone 
enactment of the Plan. 


The right way—what others do 

Properly handled, an Inventions 
Plan offers an opportunity to a com- 
pany to bring itself closer to its em- 
ployees. The Plan can be sold as a 
distinct benefit to the employee, with 
the company ready to take the risk, 
meet the expense, and pay off too. 

It should be remembered first that 
very few inventions are of the monu- 
mental type described above. Most 
plans are designed to accommodate the 
more typical product or method im- 
provement. In the case of the truly 
“big” development, the company is 
generally prepared to negotiate an ar- 
rangement. The plan is only its pro- 
tection against an employee taking a 
process developed principally on com- 
pany time, and attempting to deal di- 
rectly with a competitor. In effect, the 
company avoids being forced to com- 
pete on the open market for its own 
new developments. 


It is axiomatic, in this era of en- 
lightened labor relations and highly 
cerebrated industrial techniques, that 
no firm can exist without employees 
able and willing to infuse new ideas 
into the competitive stream. 

A good example of a successful In- 
ventions Plan is the one prepared by 
the General Electric Company. G.E. 
tells its employees flatly, “The future 
success of the Company depends upon 
maintaining a strong engineering posi- 
tion.” G.E, requires all managerial and 
technical employees to sign an “Em- 
ployees Patent and Confidential In- 
formation Agreement.” Inventors are 
paid a “patent bonus” of $100, paid 
partly in General Electric common 
stock and partly in cash. That is the 
end of company payment. 

G.E. has no royalty arrangements 
with its employee inventors. ‘The com- 
pany gives this reason: 


"This award is a purely nominal token 
of appreciation for an accomplishment 
which, in general, cannot be accurately 
evaluated. The inventor's real award, as 
well as that of his co-workers, will be in 
terms of progress in the General Electric 
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POTENTIAL UNLIMITED 


a giant step in automation for business 


Announcing the Remington Rand 


UNIVAC FILE-COMPUTER...a 
medium-size data-processing system 


The speed of electrons...the memory of magnetism 
...and over fifty years’ experience in business rec- 
ords and control... all these have been built into 
the Univac File-Computer. 

Here’s building-block flexibility that adapts to 
practically any situation—an electronic brain with 
common-language input-output for application 


after application. Here’s machine versatility that 
can file, find, compute and summarize simultane- 
ously — a medium-size system that can, for exam- 
ple, handle billing, inventory and sales analysis as 
a single operation. 

Here’s the truly automatic office your top man- 
agement should know about. For this newest 
Univac can bring you lower costs, increased pro- 
duction, better customer service and freedom from 
supervisory routines. Remington Rand will gladly 
call to show you how and where. 


ey 
ROOM 1625, 315 FOURTH AVE., N.Y. 10 Memingtorn. Bbc PUNCHED-CARD ELECTRONICS 
‘ ~ c. 
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organization. This policy of General Elec- 
tric is one which experience has shown to 
be fair and reasonable. To the engineer 
or scientist, the company offers scope for 
the ability and talents which he has. The 
equipment he needs is made available to 
him, and he has experience and counsel 
to guide him and the opportunities to 
follow his interests in a wide range of 
fields. In recognizing his efforts, inventive- 
ness is considered, but is not given dis- 
proportionate weight. His progress will 
be determined by his over-all value as 
measured by his contributions through 
teamwork to the progress of General 
Electric." 

In industries more dependent on 
radical design and technique changes, 
an Inventions Plan usually provides 
an inventor with more liberal benefits. 
A good example of this is the aircraft 
industry, where basic plane and engine 
designs undergo such drastic changes, 
that obsolescence may be tagged to an 
invention before it can ever be put into 
production. 

In this industry, the inventor usually 
receives a royalty. The royalty may be 
30°% of the first $10,000 received from 
use of the invention, 20°% of the next 
$10,000, 10% of the next $50,000, and 
5% above $70,000, Or, the employee 
may receive a flat 10% royalty, after 
deduction of all costs, fees, and ex- 
penses incurred by the company. 

In almost all royalty arrangements, 
however, the corporation pays no roy- 
alty for its own use of the invention. 
This is known as a “‘shop right” to the 
invention. Whatever the arrangement, 
there is much to be said for Patents 
Plans. They are mutually beneficial, 
although it can scarcely be denied that 
the corporation will usually be the 
principal beneficiary. m/m 
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How peripheral charting 


simplifies the development 


of a 


OURCE PAPER 


MATERIAL wR 
PLANT 
MANAGEMENT 
OPERATION . 


PERMANENT FILE 


GATHER OR DISTRIBUTE | 
—eeee REGULAR FLOW 
OCCASIONAL FLOW | 
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development 


mee tthe 
and installation of a clerical system, a 
model or plan is a vital first step. The 
systems model takes the form of a chart 
which is used to determine the work- 





THE AUTHORS: K. R. Wright and C. 
D. Poland, Hanford Atomic Products 
Operation, Richland, Washington. J. S. 
Marshall, E. W. Slusher, and H. Telle) 
assisted in the development of both the 
article and the chart. 
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AGEO TRAVELING REQUISITION 
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sO STORE ORDER 
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SSR STOCK SETUP REQUEST 

TR TRAVELING REQUEST 


ing groups or departments involved, 
responsibilities assigned each group, 
and the amount of information re- 
quired for each group to execute its 
assigned responsibilities most efficiently 
and economically. 

Conventional methods of charting, 
however, do not lend themselves to the 
planning of complicated, multiple 
function administrative systems. ‘There- 


fore, a peripheral method of setting up 


a systems model has been developed 
and used very successfully in connec- 
tion with systems studies. With a mini- 
mum of explanation they are readily 
understood and provide for the display 
of an unlimited number of functions 
and documents. 

The peripheral method of setting up 
a systems model should start out with 
four basic questions: 


1. What groups or departments are 
involved in the system and what are 
their responsibilities? 

2. What information is required by 
each group or department to execute 
its assigned responsibilities most ef- 
ficiently and economically? 

3. What groups or departments will 
be required to furnish the necessary 
information? 

t. What basic data will be needed to 
compile required information? 


In developing a peripheral systems 
model, the center of the chart circle 
represents the central data processing 
group for the system being developed 
or studied. Around this center circle, 
areas are designated to represent each 
additional group or department in- 
volved in the over-all system. The iden- 
tity of the group, department, or func- 
tion is written in each area. 

The order in which participating 
groups are arranged is of no particular 
importance. Additional groups may be 
added, and others deleted, during the 
course of development. This feature of 
charting has unlimited possibilities, 
particularly when it is desirable to in- 
dicate functional groups which have 
been eliminated. 

After the initial groups or depart- 
ments have been added to the circle, an 
imaginary line is drawn horizontally 
through the center. The top half of the 
the bottom 


” 


model is used for “input, 
half for “output.” Input may be de- 
fined as the various pieces of basic data 
coming into the central data processing 
group. Output 
needed to properly perform assigned 


consists of reports 
functions and responsibilities. 

As indicated in the sample chart, re- 
sponsibilities assigned to the Financial 
Department point out the need for in- 
formation pertaining to purchases and 
receipt of inventory materials, with- 
drawals by the various using depart- 
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Go Ahead, Mister- 
It's Your Dough! 


If you’re satisfied to literally throw 
money out the window . . . keep right 
on with those antiquated paperwork 
methods. 

What do we mean? Just this! If your 
paperwork procedure is a conglomera- 
tion of different forms—a succession of 
typing and retyping operations, then 
you're paying for a lot of needless work 
that is eating into your profit margin. 
Even clerical help is too costly to 
squander on repetition of effort. Here 
is where Colitho Offset Duplicating Pro- 
ducts come in. 

For years now, Colitho paperwork 
engineers have been showing business 
people how the duplicating machines 
they already have can be used to in- 
crease the efficiency of business forms 
procedure—not just in bulletins, sales 
sheets and reports, but in the purchas- 
ing, manufacturing, engineering and 
accounting systems of a business. 

An idea of what this kind of help 
might mean to you is contained in the 
16-page booklet, “Cash In On Your 
Offset Duplicator’s Idle Time.” We'd 
like to send you a copy. Just 












THE “ONE-WRITE” WAY 
TO RUN A BUSINESS 
Colitho Division, COLUMBIA RIBBON & 

CARBON MFG. CO., Inc. 

496A Herb Hill Road, Glen Cove, N. Y. 

Please send the booklet “Cash In On Your Offset 
Duplicator's Idle Time” and the Colitho Idea File. 
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MB two MAJOR AWARDS—S$250 EACH 





Best integrated general offices—small firm—occupied by a firm with fewer than 100 office employees. 









Best integrated general offices—large firm—occupied by a firm with more than 100 office employees. 
M7 SPECIAL AWARDS 


Best general offices in a suburban location—offices for a firm of any size. 

















Best executive office or suite—for one man or for a group of executives whose offices are adjacent 
to one another. Any size firm. 













Best clerical work center—a single department or the entire clerical operation in a firm of any size. 





Best employee lunch/lounge area—in a firm of any size. Entry may be of separate lunchroom, 
lounge, cafeteria, coffee bar, or a combination of any of these areas. 













Best board or conference room—in a firm of any size. Area may be for large groups or small con- 
ferences, or a combination of the two. 













Best reception room—in a firm of any size. Area may be for multiple use or reception only. 









Best “special situation” solution—in a firm of any size, which shows a practical solution to an un- 
usual problem in design or layout. 














What makes your firm a 


“Best place to work”? and clip to it a few photographs, snap- 


shots or sketches. That’s all! Contest 
closes June 21. All entries must be on the 


These awards aren’t concerned with : : 
merely “beautiful” offices. But they are hone Wan ccs oat ke tee ae be 
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above, here’s a chance to win recognition 
and—at the same time—gain favorable 
employee, public and stockholder pub- 
licity. Winning entries will be published 
in MANAGEMENT METHODS or THE 
INTEGRATED OFFICE. 


It’s easy to enter 


Elaborate entries or costly photographs 
are not necessary. Just have the pertinent 
person in your firm—or your architect or 
designer—fill in the official entry blank 


Entries may be submitted by a com- 
pany, an architect, or an office designer. 
The major cash awards and wall plaques 
will go to the winning architects or de- 
signers. Plaques will also be presented 
to the award-winning companies. For the 
Special Awards, plaques will be sent 
to both the company and the architect or 
designer. More than one entry can be 
submitted. In addition, all entries will 
be automatically reviewed by the judges 
for possible consideration in categories 
other than the one specifically selected by 
the entrant. 
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ments, and inventory status within the 
warehouse. From this information, dol- 
lar inventory records and reports, as 
well as management control reports, 
are developed. 

Some documents come into the ac- 
counting function, go through data 
processing, and back to accounting, 
while still others come directly to ac- 
counting from the originating group 
without going through data processing. 
Additional information, which is not a 
direct result of any one document, is 
obtained from data processing. 

To follow a complete cycle of ac- 
tivity through the chart from beginning 
to end, start at the eight o’clock posi- 
tion on the sample chart. A traveling 
requisition is shown coming from data 
processing into Purchasing. Purchasing 
prepares a purchase order which goes 
to the vendor. 

At the twelve-thirty position, the 
requisition is returned to data process- 
ing with a copy of the purchase order. 
At the one-thirty position, the material 
is shown coming into receiving, where 
it is checked against a copy of the 
purchase order and a receiving report 
is written and distributed. The mate- 
rial and one copy of the receiving re- 
port go into warehousing. This ar- 
rangement demonstrates that a docu- 
ment coming out of the system into a 
given department at one location on 
the chart can be conveniently put back 
into the system from another chart lo 
cation. It also shows that certain tran- 
sactions need not be handled directly 
through central data processing. 

After the flow of information has 
been established on the chart in the 
manner outlined, the type of data proc- 
essing system necessary to compile, 
compute, and distribute data is con- 
sidered. A determination can be made 
to indicate whether a manual or 
mechanical system will be most effective 
for this function. 

This method of charting is designed 
to show the over-all “input-output” of 
the organizational components involved 
in a given system and the flow of in- 
formation between each group. It is not 
intended to show detailed activities 
within each group. This type of systems 
model is particularly valuable in estab- 
lishing a generalized picture of an over- 
all system. m/m 
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by Charles G. Herbruck, Asst. to the Secy. 


Lincoln Electric Company, Cleveland 


How fo insure profits, 


double employee income 


Incentive management is the key to higher productivity 


on eanseemnammmmneentsees | |) worker 
with the Lincoln Electric Company of 
Cleveland, Ohio, made $8,000 in 1954. 
This wage is about double the average 
for our type of manufacturing indus- 
try. We are manufacturers of arc weld- 
ing equipment. This high pay scale is 
only possible because our productivity 
in terms of dollar sales per man per 
year is about three to four times aver- 
age for our industry. This figure was 
approximately $37,000 in 1953. The 


average 


company has been a good investment 
for its owners. 
dividend since it started paying them, 
and for the past ten years that dividend 
has been 6% on the company value. 


It has never missed 


These results are somewhat above 
the norm for the metal working indus- 
try. To explain how they are achieved, 
we can find nothing in our organiza- 
tional setup, plant equipment, prod- 
uct, or mechanics to which can be as- 
signed the responsibility. It must be 
what we call incentive management. 
This term refers to the underlying 
philosophy with which the business is 
conducted. The term does not refer to 
specific work incentives or any system 
of incentives. If it were only a tech- 
nique of paying more for more produc- 


tion, it would not be worth discussing. 


Five basic underlying ideas 


Incentive management is the busi- 
ness philosophy that motivates human 
relations as well as business relations 
company. The ideas of incen- 
tive management have permeated into 
the thinking of people at all levels of 
the organization. 
formal or self-conscious indoctrination 
to the ideas, but rather the truth of the 
ideas has been demonstrated in action 
over and over again. 


in our 


There has been no 


The results have 
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that 
here is something that is right and 


been convincing to all involved 


good. Consequently, these ideas moti- 
vate daily actions and decisions. 

From experience, I have come to 
look on five basic ideas as the founda- 
tion upon which this philosophy is 
built. Without a sincere conviction of 
the truth of these basic ideas, 
to any large degree is impossible. 

First of all, 
belief in people. We must believe that 
people have abilities to do jobs much 
bigger and greater than they are now 
doing; that they are not merely button- 
pushers with no latent ability. Many 
people in management today, although 
paying lip service to this idea, never- 
theless believe that the working man 
is a pretty dull character with little or 
no potential. Incentive management 
cannot succeed in this atmosphere. 

The second basic idea is closely re- 
lated to the first, but is 
enough to be 


success 


we must have a sincere 


important 
mentioned separately. 
We hear a great deal about the dig- 
nity of labor, but how many people 
really believe that hard work is healthy? 
Only hard will 
tive management succeed. It is not a 
substitute for hard, intelligent work. 
It is not an efficiency system. 
management ideas can only flourish 
where there truly is no distinction be- 
tween management and labor. All la- 
bor must manage and all management 


work make_ incen- 


Incentive 


must labor. 


Stated negatively, the third 
idea is that profit is not the primary 


basic 


objective for which a company is or- 
ganized. Profit is good and necessary, 
and a lot of it will be made under in- 
centive management, but it must be a 
by-product rather than the primary 
object. The primary objective of any 


business, above all else, 


must be one | 
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HOW X E ROG RA P i Y SPEEDS PAPERWORK 


cuts duplicating costs *11,000 a year 
fr THE EQUITABLE 


Life Assurance Society of the United States... 





Equitable’s Home Office in New York City 


Equitable has found an important 
use for xerography in the production 
of a 70-page monthly directory. Us- 
ing Flexoprint lists which are easily 
kept up-to-date, paper masters are 
made of each page by xerography and 
multiple copies run off on an offset 
duplicator. This accurate, speedy and 
economical method saves Equitable 
$1,000 a year. 

Also, Equitable uses versatile 
xerography to prepare paper masters 
for duplicating forms, sales manuals, 
progress, financial and sales reports, 
technical bulletins, reprints of maga- 
zine articles, and reference manuals. 

Anything written, typed, drawn or 
printed can be reproduced with pho- 
tographic accuracy in about three 


WRITE for proof of performance folders 
showing how Equitable and companies of all 
kinds are cutting duplicating costs and speed- 
ing paperwork with xerography. 


THE HALOID COMPANY 
55-6X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 





The fastest, cheapest, most versatile way to ‘eobs masters for di 


The Equitable Life Assurance Society of 
the United States, third largest insurance 
company in the world, was founded in 
1859. Today, Equitable Life has 110 offi- 
ces in 48 states and maintains a field force 
of 8,000 life underwriters serving more 
than five and one-half million members. 


- % 


minutes by xerography onto an offset 
paper master for runoff of multiple 
copies on an offset duplicator. Orig- 
inal copy maay be enlarged, reduced 
or reproduced same size by xerogra- 
phy in XeroX® copying equipment. 
Copies can be made from one or both 
sides of original material by xerog- 
raphy. 

For use in diazo type machines, 
translucent intermediates can be 
made from any original subject in 
the same speedy way. 

There is no limit to the versatility 
of the dry electrostatic xerography 
process in paperwork duplicating ap- 
plications. It is now possible with 
xerography, to produce up to eight 
copies, including an offset paper 
master or translucent master, from 
one xerographic image. 






From original to offset 
paper master 
in 3 minutes. 
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REYNOLDS & REYNOLDS 
ACCOUNTING 


MACHINE 


SPECIALISTS! 


BUSINESS FORMS SINCE 1866 


PLANTS: DAYTON, CELINA, OHIO; DALLAS, 
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machine forms that protect the efficiency of your 


WRITE TODAY FOR COMPLETE INFORMATION! 


c 
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which makes sense to everyone con- 
nected with the business. Such an ob- 
jective can be stated for a manufactur- 


ing concern as “making more and more 
of better and better products to sell at 
lower and lower prices.”’ 

The fourth essential is to be certain 
that every person is’ on’ the team. 
He must be on the team as an individ- 
ual and not simply as a cog in the 
machine. The key to this is to give 
people responsibility. Let people work 
out their problems within the frame- 
work of company policy. In addition to 
individual job enlargement, other com- 
pany policies also contribute to increas- 
ing employee participation. 

We have an Advisory Board com- 
posed of elected representatives from 
each department who meet with the 
President of the company twice a 
month. The function of this Board is 
purely advisory, but any and all as- 
pects of the company operation are 
subjects for discussion at its meetings. 

All employees of over one year’s 
service are permitted to buy stock in 
the company, if they so desire. No spe- 
cial concessions are made to encourage 
purchase. It is simply sold as a business 


proposition to those who desire it. 


All promotions are made from with- 
in the organization and promotions are 
made strictly on the basis of merit. The 
best man for the job gets the job. 
Seniority, by itself, has no influence. 

The fifth principle is that everyone 
must be rewarded in proportion to 
what they contribute towards the goal. 
This, of course, is the prime incentive 
in any cooperative endeavor: just rec- 
ognition of contribution. Pay is, of 
course, one method of recognition. But 
to have it come as a means of recogni- 
tion, it is important that pay be in 
proportion to contribution. To hon- 
estly and accurately determine a_per- 
son’s contribution, the starting point 
is a good job evaluation program, To 
further make our pay scale serve as 
means of recognition and pay in ac- 
cordance with contribution, each per- 
son receives an incentive pay bonus, at 
the end of the year. After taxes, re- 
serves, and a 6% dividend have becn 
provided for out of the company’s 
earnings, all remaining money is dis- 
tributed to workers in a_ year-end 
bonus. Each person’s share of this 
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bonus varies depending on what his 
performance for the year has been. 
Thus, each person realizes that every 
saving, every efficiency he creates, adds 
to the total sum of the bonus to be 


distributed. Also, these will increase 
his performance rating, which will be 
reflected in a larger share of the bonus. 
To determine each person’s share in 
the bonus, we employ merit rating. 
Every worker is rated twice a year on 
four performance factors. by different 
people familiar with his performance. 
He is rated on his skill and job knowl- 
edge by his foreman or department 
head. ‘The inspection department rates 
on quality; the production control de- 
partment on quality; and the time 
study and methods department on gen- 
eral contribution to improvement 
through cost reduction ideas and ef- 
fort. This is a comparative rating made 
by using a common job performance 
description as a standard for rating. 
Ratings are made twice a year, the 
two ratings being averaged at the end 
of the year to one final rating. The 
man with an average rating will receive 
an average bonus. The total bonus was 
approximately $5,000,000 in 1954, 
which was approximately 100° of the 
payroll for the year. The average 
bonus was around $4,000, which about 
doubled the regular yearly earnings. 
The results we have had with this 
philosophy of incentive management 
speak for themselves. Productivity per 
man in terms of annual dollar sales is 
three to four times above average. We 
have reduced the number of direct la- 
bor hours in our product since 1934 
by 90 percent. The product has re- 
mained essentially the same. Real 
prices in the same period have been 
reduced by about 50 percent. A 300 
ampere welding machine sells for ap- 
proximately 30% less than it did in 
1954. Wages are approximately double 
those paid in comparable industry. We 
have never missed a dividend, and the 
dividend has been 6% for a number 
of years. Employment has quadrupled. 
More important than any of these 
results has been the effect on the peo- 
ple who have grown with incentive 
management. The amount of pride, 
happiness, and satisfaction for the suc- 
cessful ones is immeasurable. m/m 


(This article is extracted from a speech given before 
the Office Management Association of Chicage 
june 1955 
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that you can eliminate 
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A tremendous amount of daily paperwork in your company makes 
“copy cats” out of valuable personnel. Again and again, these 
people copy by hand the same original information from one 
departmental form to another. Their work is a big bottleneck that 


{ slows operations, causes errors, costs thousands of dollars! 


| You can eliminate this bottleneck with new Copyflex Model 100. 
With Copyflex, original information is written only once—different 
departmental copies are mechanically reproduced from the original 


“action” paper. Letter-size copies are produced at less than 2c 





each. Copyflex one-writing systems speed and simplify purchasing, 
production, shipping, invoicing, accounting, and a host of other 
operations. They free personnel for other important work, give you 


tighter control of operations, save thousands of dollars. 


Copyflex machines are quiet, clean, odorless . . . require only an 





electrical connection, can be operated by anyone. Mail coupon today. 


Desk Top Model 100 
Copy flex copies originals 
11 inches wide by any 
length. Makes up to 300 
copies of different letter- 
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Psychology 





can help you select 


It's not a total solution — but a valuable yardstick — for 


mm syChologists are pel 
forming a variety of tasks in support 
of management today. Not the most 
important, but perhaps the most talked 
about, is their contribution to the selec- 
tion of personnel, especially at the 
higher levels of management. It is about 
time somebody stopped for a moment 
to ask a straightforward question: how 
much help in selecting executives are 
psychological tests? 

Executives themselves, as judged by 
their actions, have varied widely in 
their answer to this question. Such im- 
portant companies as Sears Roebuck 
and Westinghouse are relying heavily 
on tests of all sorts, from simple _ per- 
formance tests to the elaborate oncs 
that measure personality characteristics. 
Others steer away from tests of all sorts, 
citing a sad experience or two as com- 
plete justification for ignoring any pos- 
sible help they might receive, or any 
possible progress that has been made. 

When you approach professional psy 
chologists, you don’t get much greate1 
unanimity. In some areas, there is fairly 
universal agreement; in others, you can 
get into an almost violent controversy. 

Part of this is due to the vagueness 
of the question. It simply cannot be 
answered clearly. It various 
things to various people. Which tests 


means 


are you discussing? Tests of vision and 
hearing? ‘Tests of intelligence? Tests 
of specific knowledge or skill? ‘Tests of 
emotional characteristics? Performance 
tests or productive tests? Each of these 
areas must be considered and judged 
separately. There are good and bad 
tests in all these fields, and standards 
themselves vary. 

Next, what do you expect from a 
test? How much help do you think a 
test can or should give you? If you ex- 
pect testing to replace all executive 
judgment, that is one matter, but if 


you ask it to act as another tool, con- 
tributing knowledge to your considered 
judgment, that is something else again. 
The word much is another indecisive 
word. Can you weigh the cost of the 
test against the value received? How 
much do you save, when you consider 
the entire contribution of the test? 


The performance test 

There are three major types of test: 
performance, aptitude and personality. 
The performance test is used in hiring 
workers for a job in which they have 
had direct experience. If you want girls 
who will sit at a desk all day and copy 
manuscripts, you can test an applicant 
by putting her at a desk and letting 
her try the job. 

Here it is a simple matter, but often 
the actual job situation cannot be used 
for testing Sometimes it 
would take too long, or would require 
too much supervision. A truck driver, 


purposes. 


even though experienced, cannot be 
sent on an over-the-road trip as a test. 
At other times, the job you are trying 
to fill is too specialized, or perhaps the 
labor market is so tight, that you just 
can’t get experienced workers to apply. 


The aptitude test 

Here is where aptitude tests come in. 
These substitute other qualities for job 
performance that are more easily meas- 
ured, theorizing that skill at these is 
equivalent to skill (or potential skill) 
on the job itself. As a simple example, 
you may recall the radio operator’s apti- 
tude test that was given to all Army 
draftees in World War II. Groups of 
men were asked to listen to a special 
test record which consisted of pairs of 
code signals, some alike, others differ- 
ent. The candidates were asked to 
mark SAME or DIFFERENT on their 


score sheets for each of the pairs. Ex- 
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executives 


management's toughest job 


perience had shown that men who had 
failed in radio operators school, or 
who were poor operators in practice, 
made low scores on this simple test, 
while high scorers generally made good 
records in training and performance. 
Hearing tone differences was an im- 
portant aptitude for this occupation. 

This test achieved its objective, 
which was the cutting down of the 
failure rate in school. Time could not 
be wasted on men who could not finish 
the course. Of course, since no test is 
perfect, some potential failures were 
admitted, and some potentially fine 
operators were barred, but the over-all 
efficiency was increased enough to jus- 
tify the use of the test. 

There is now a wide choice of apti- 
tude tests. Many have been developed 
in the last twenty or thirty years. Some 
have been designed for a specific oc- 
cupation, while others like GATB (see 
MANAGEMENT METHODS, April, 1955) 
are useful for very many different jobs. 
Some can be administered easily and 
inexpensively; others are cumbersome 
and costly. Some are quite precise, 
while others give results only little bet- 
ter than chance. Some are more able 
to predict results than the average in- 
terviewer, although many fall short of 
the considered judgment of which an 
experienced executive is capable. 

The most important factor to note 
when an aptitude test is being chosen 
is to see that the test measures a quality 
that is a key one for the occupation in 
which you are interested. You are try- 
ing to find a method of picking out 
those individuals who have a good 


chance of succeeding in a_ particular 


job. For this you must first decide ex- 
actly what success is and this is not al- 
Ways easy. For many jobs, it can be 
measured directly by unit output, but 
for others, there is no direct scale. How 
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Executive Jones (above) is ever alert 
to the terrible possibility of fire. His 
company has invested heavily in 
sprinkler systems, fire extinguishers, 
insurance. 

It is ironical that executive Jones 
(could he be you?) has taken few 
precautions against two things far 
more probable, 3 to 5 times more 
destructive than fire. These are cash 
disbursement losses and inventory 
losses, which together account for 
80% to 90% of fraud losses today. 

Cash disbursement losses occur 
through either accidental or fraudu- 
lent repayment of invoices. They can 
be prevented by Cummins invoice 
canceling system, which virtually 
eliminates duplicate payments and 
insures that a business gets every- 
thing it pays for. 

Inventory losses occur through 
careless or fraudulent handling of 
company order forms. They can be 
prevented by Cummins automatic 
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numbering system, which insures that 
a business gets paid for everything 
it ships. 

You owe it to your business, your 
employes and your stockholders to 
guard against these two major losses 
just as you guard against the lesser 
danger of fire. If you would like to 
have a Cummins representative ex- 
plain in detail how these systems 
work, and show you how, at the same 
time, you reduce your accounting 
costs, mail the coupon below. 


Cummins Automatic Num- 
bering Perforator numbers 
order sets consecutively 
with holes you can read, 
gives absolute control over 
all business transactions. 





Cummins Invoice Cancel- 
ing Perforator cancels in- 
voices, supporting papers 
with holes you can read, 
virtually eliminates dupli- 
cate payment of invoices. 
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Business 
Machines 
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offices in 
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Chicago Corp. 


Dept. MM-65 4740 N. Ravenswood Ave., Chicago 40, Ill. 


Please send me full information on Cummins 
C] Invoice Canceling 


[] Automatic Numbering 


ores or puting. 
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do you balance a stenographer’s speed 
against her errors? Which of the vari- 
ous duties of a receptionist are im- 
portant, and which weight should be 
given to each? How do you compare 
the success of one salesman against 
another, after you make due allowances 
for diflerences in experience, territory, 
product, and all the other factors that 
differentiate among people? 

If you can get over this hurdle, there 
is a good chance that an expert can set 
up a battery of tests that will work in 
that situation. If the job for which you 
want a test developed is a common one, 
it is possible that existing batteries can 
be used, although great care must be 
taken to ensure that the jobs are simi- 
lar. If your job has its own special 
characteristics, then a study will have 
to be made. You must furnish a group 
of people in the job, an objective per- 
formance rating on each, and persuade 
your sample to take a large number of 
tests. There are standard methods for 
getting reliable results from this start. 


Testing executive personality 

The next step is into the jungle of 
personality testing. Perhaps because 
this strikes closer to the “soul” of the 
individual, perhaps because everybody 
feels his own intuition is to be trusted 
in this area, or perhaps because this 
begins to get into the higher executive 
levels, testing in this field has created 
more than its share of suspicion. As we 
move out of the routine occupations, 
personality characteristics become more 
important to success. If we are given 
enough of a sample to study, we can 
screen for personality characteristics as 
effectively as we can for those known as 
aptitudes. Very successful and reliable 
tests have been developed for such oc- 
cupational groups as insurance sales- 
men and department store clerks, and 
these have met with little criticism. The 
trouble comes when the same _pro- 
cedures are extended to management. 

Typical of the confusion in this area 
is the article by William H. Whyte, Jr., 
which appeared in FORTUNE last 
September. The title is The Fallacies 
of “Personality” Testing, which gives a 
pretty good idea of the author’s ap- 
proach. Mr. Whyte isn’t opposed to the 
testing of aptitudes or of intelligence, 
because he believes that there are re- 





liable tests to measure these. “If he is 
all thumbs,” he writes, “when he puts 
wiggly blocks together, he won't be 
very good at a job requiring enough 
manual dexterity to put things like 
wiggly blocks together.” 

This is an aptitude test, and Mr. 
Whyte accepts it, but he balks at the 
next step, and right in the next sen- 
tence, too. ““To jump from aptitude 
testing to personality testing, however, 
is to jump from the measurable to the 
immeasurable.” This is a sentence that 
arouses the wrath of most professional 
psychologists. They claim that person- 
ality characteristics may be equally as 
important to success as aptitudes, and 
they see no reason why a measuring 
device cannot be devised. With equal 
logic, they might change Mr. Whyte’s 
aptitude comment to this equally valid 
statement: “If he is all thumbs when 
he handles test social situations, he 
won't be very good at a job requiring 
enough tact to handle similar real so- 
cial situations.” 

You must identify a quality that is 
important in terms of job success, and 
develop a test which measures that 
quality, so that those who are good at 
the job will score high on the test, and 
those who are poor will get a low 
score. If you want to apply the name 
“firmness” to a high score, and “inde- 
cision” to a low score, you may find it 
somewhat easier to talk about the test 
and to picture the quality—or com- 
bination of qualities—it measures. On 
che other hand, such a selection may 
confuse things by selecting a word 
which means different things to dif- 
ferent people. 

But the real purpose of the test is 
to improve our efficiency in selecting or 
promoting employees. As far as man- 
agement is concerned, this is its only 
purpose. It is a dollars-and-cents ques- 
tion. The tests may sound silly, they 
may seem to have no relationship to 
the job, but if figures prove that they 
increase efficiency above the cost of ad- 
ministering, they have a part to play 
in management. It would be helpful to 
know why they work, to keep improv- 
ing efficiency, but it is not essential. 


Building an executive test 


Since many people look at test ques- 
tions, and feel intuitively that they are 
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silly and uninformative, it might pay 
us to spend a little time seeing how 
such questions are collected and vali- 
dated. A psychologist constructing a 
test does not choose his questions at 
random, nor does he put them together 
on the basis of hunch or intuition. He 
collects test questions on the basis of 
his experience—many more than he ex- 
pects to use—and gives them to as large 
a sample group as he can obtain. ‘Then 
he analyzes the scores, not only on the 
test as a whole, but on each separate 
item. Some prove to have less correla- 
tion with the quality being measured 
than others. These are discarded com- 
pletely, or perhaps they are rewritten 
in an attempt to improve their per- 
formance. Next, various combinations 
of questions are tested to see which give 
the best results, and thus the test is 
built. In one test now under construc- 
tion, ten thousand test questions have 
been written and are being tried out! 
Only forty or fifty will be used. 

This correlation, this matching of the 
test scores with the known amount of 
the quality which the testing is de- 
signed to measure, is done on a sound 
mathematical basis, using recognized 
statistical techniques. So when you are 
called upon to judge the value of a 
test in meeting your problem, there is 
more to go on than your personal at- 
that of the psychologist. 
There is available, if it is a well-con- 
structed test, facts behind it that will 
help you judge its validity, and you are 
entitled to What 
sample group was used to authenticate 
the test? Is it a group similar to the 
one you want tested? A test for sales- 
men that has been standardized on the 
basis of the results with a group of 
behind-the-counter people might not 
be very good in selecting door-to-door 
salesmen. Are the qualities required to 
sell jewelery in a chain credit store the 
same as those in a Fifth Avenue estab- 
lishment? While you can rarely get a 


titude, or 


know those facts. 


test that uses exactly your group as a 
sample, the closer you come to it, the 
more likely you are to achieve the kind 
of good results you want. 

Then you can ask about the predic- 
tive value of a test. How great a cor- 
relation is there between success and 
score? No test is perfect, but just about 
all of them are much better than the 
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A TYPICAL PROBLEM AND THE SOLUTION. 
The old plan accommodated 17 people using 
conventional desks and files. In the new plan, 
El-Units provide greater working convenience 
and comfort for 20 people and, at the same time, 
save 20% of the floor area for expansion. 
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Many business offices now “bursting at 
the seams”’ for lack of floor space actu- 
ally have room and to spare — can pro- 
vide superior working conditions for 
executives and other personnel and leave 
space for new employees. 

All this is accomplished with Art 
Metal's El-Unit Modular Offices, com- 
posed of work tops and filing cabinets 
in various arrangements. In one large 
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EXECUTIVE OFFICE DESKS, CHAIRS AND CREDENZA UNITS - 


This free brochure covers 
modular offices in full—shows E]-Unit 
requirements for various jobs, detail 
plans and demonstration layouts for 
most efficient use of floor space. 


GENERAL OFFICE DESKS AND CHAIRS 


corporation, individual employees actu- 
ally gained more functional working area 
in El-Units occupying 30 square feet than 
they had in the 80 to 100 square feet 
formerly used. 

El-Units are designed on the modular 
principal and can be assembled in many 
layouts to expedite individual work. 
Offices can be private, semi-private or 
open — with or without glass-topped 
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steel partitions — are easy to rearrange 
as requirements change. You'll find some 
eye-opening ideas about modern office 
facilities in the Art Metal brochure of- 
fered below. 
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pages’ of your phone book — or write 
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town 4, New York. 
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“Du Pont Photographic Reproduc- 
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result of routine interviewing  pro- 
cedures, and usually better than the 
interviewing done by even an experi- 
enced executive. But most important 
of all, the combination of good judg- 
ment backed up by a pertinent test and 
its results will lead to the highest pos- 
sible performance. 

These are the things to look for, and 
not whether some of the individual 
questions seem to you on first glance to 
have little relevance. Thus, the FOR- 
TUNE article’s examples of test ques- 
tions, while interesting, had little per- 
tinence in judging the effectiveness of 
the complete tests from which these 
questions were taken. Mr. Whyte’s de- 
scription of the way some consultants 
work has greater validity, but even 
here, his conclusions must be ques- 
tioned. His feeling that this is typical 
makes most professionals see red. 

The American Psychological Associa- 
tion, the recognized professional so- 
ciety, agrees that these examples are 
horrible, but they do not feel that an 
extreme example can be taken as typical. 
Everybody agrees that this, as all new 
fields, has attracted consultants of du- 
bious reputation and_ background. 
These disreputable practitioners attract 
more than their share of attention, for 
their claims are not limited by any 
professional code of ethics. They can 
make attractive promises of results, 
which no true professional will do. 
Since this places reputable consultants 
at a competitive disadvantage, it is up 
to management to exercise more than 
the usual amount of skepticism in 
judging claims and examining records. 

No test that deals, in any way, with 
that peculiar animal, the human being, 
is perfect. The selection of personnel, 
especially at the higher levels of man- 
agement, is a difficult task, requiring 
the maximum exercise of executive 
judgment. Testing today will give you 
another tool to help you reach the 
best decision; it will increase the 
chances of your judgment being right. 
According to Dr. Fillmore Sanford, 
Executive Secretary of the American 
Psychological Association, “If the 
psychologist claims he can, through 
standard clinical tests, select infallibly 
for your job, he’s crazy. And if you 
turn over to him the whole job of 
selection you are abrogating your ad- 


munistrative responsibility and treating 
the psychologist as a decision-maker 
rather than as a technical resource to 


” 
you. 


The test you should choose 


There are indeed difficulties in the 
use of tests to measure personality, but 
they are not those which bother Mr. 
Whyte. One of these is setting up realis- 
iic criteria for success as an executive, 
and then selecting those tests which 
measure those criteria. To see how this 
works out in practice, and how bias can 
unintentionally enter the picture, let’s 
shift our attention to an entirely dif- 
ferent field—the selection of internal 
combustion vehicles. Let us select, by 
objective testing, the best among a 
motorcycle, sedan, and six-ton truck. 

The first thing to do is to set up an 
objective measure, one by which we can 
evaluate each of the candidates, using 
an impartial score. We can, perhaps, 
require each of our vehicles to demon- 
strate its efficiency by moving ten tons 
of gravel from one spot to another. Do 
I hear a voice objecting that this is not 
a fair test? Would shifting the test to 
the ability to carry a message over back 
country roads satisfy you? 

The successful candidate is deter- 
mined, of course, as soon as you set the 
test. The bias is built in. While in this 
rather far-fetched example the bias is 
obvious, it is not always so apparent. 
But after all, you want the test to be 
biased; you want it to pick the candi- 
date who will score highest on a specific 
characteristic. The important factor is 
that the characteristic which the test 
uses is the one you want to use. 

It is up to you to decide which are 
the important qualities which should 
be used as a basis for selection. You can 
do this by testing men who you know 
are successful, and seeing which tests 
have the highest correlation with their 
degree of success. This is easy if you 
have a large enough group of people 
who can serve as a base, but in most 
executive placement the sample is 
small. Thus, the selection of criteria 
must be done largely through in- 
dividual judgment. You must decide 
what kind of person you are looking 
for, and define your needs accurately 
enough so that your consulting psy- 
chologist can select the best tests for 
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your particular purpose. 


This individual judgment is not | 


unique to selection by means of psycho- 
logical testing, for it enters into all 
personnel work. Whoever does the in- 
terviewing, whether it be the President 
or the entire Board, must set up some 
ideal, with specific characteristics, 


_ against which they measure each ap- 
| plicant. Some of these qualities, such as 


/ on 


age, are clear and unequivocal; others, 
especially when you get into the area of 
personality, are more difficult to define. 
Nevertheless, they exist and they must 
be reckoned with. 

The definition of the personality 
characteristics vital to executive success 
is the most difficult problem now fac- 
ing test experts. It is comparable to, and 
dependent upon, the difficulty in de- 
fining success itself. From a_ practical 
standpoint, two stages in personnel 
selection must be recognized. You must 





first define the required qualities, and | 


then you must find out how they are 
possessed by a specific individual. The 
second step can almost always be han- 
dled effectively by an objective test in 
the hands of an expert psychologist. 
The first step is another matter. It still 
depends on refined judgment, and 
much of our current psychological re- 
search is in just this area. 


A course of action 

There is haziness and phoniness in 
the field, and yet there is much that is 
of help to the executive. How can you 
find your way through the wilderness? 
What can you expect to get from a 
psychologist? How can you reach the 
right kind of consultant? 

There is fairly universal agreement 
the to these questions 
among who were 
asked these questions. The first thing, 
we were told, is to see that your con- 


answers 
professional men 


sultant has professional standing, as 
evidenced by membership in_ the 


American Association. 
While this does not assure reputability, 


you may be sure that the rolls include 


Psychological 


all psychologists of any standing. Ab- 
sence on the part of a practicing con- 
looked 


factor 


should be with 
Another 
proach of humility on the part of the 
potential consultant. There 


this field, 


sultant on 


suspicion. is an ap- 
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guarantees in nor are any 
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warranted. Be suspicious of the man 
who makes either flat promises or off 
the-cuff recommendations. Few situa 
tions are exactly alike, and slight dif- 
ferences in details can lead to large 
variations in solutions. 

Talk at some length to the consult- 
ant you are considering. You will be 
asking him for advice which you will 
have to take largely on trust. Be sure 
the two of you can get along together. 
Make sure that your consultant has 
had some experience in the general 
area in which you want him to work, 
but don’t insist that he have worked 
on the identical problem. 

It may turn out that you are not in 
a position to use these methods, espe 
cially in filling the higher-level jobs in 
your firm. Your needs may be so spe- 
cialized and your turnover so small 
that there isn’t enough data from which 
to draw your conclusions. Or the cost 
of study may outweigh all of the po 
tential savings. 

This points to the crying need today: 
better data for research and study. ‘The 
measurement of executive success and 
the isolation of the necessary qualities 
is a difficult matter, and it is not made 
any easier by the limited number of 
people who are in a position to con- 
tribute to the facts. Cooperation of 
management and the universities can 
be of profit to all, with business supply- 
ing the basic field of study and the 
universities supplying direction and 
manpower. There are graduate students 
who need field work, under the super- 
vision of the psychology staff. Fre- 
quently arrangements can be made 
which are of great benefit to all con- 
cerned. It is worth checking with your 
nearest university. 

But whether you work with a uni- 
versity, hire a consulting psychologist, 
or put a man on your staff, remember 
that the final decision is yours. You 
must assume that responsibility, and 
cannot pass it on to another. As an 
executive, you have an important pre- 
rogative. For your own good, exercise 
it: be skeptical of all claims, and the 
broader they are, the more skeptical 
you should be. But don’t swing to the 
other extreme, and become obstinate. 
There is a happy medium, and that’s 
the place a competent executive should 
be able to find for himself. m/m 
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FOR MANAGEMENT 


by Leslie M. Slote 


Ass't. to the Pres. Norden-Ketay Corp. 
Management and Labor Relations Consultant 





Editor's Note: The recent series of articles 
on Organization Planning (March, April, 
May, 1955) has been drawing a great 
many reader inquiries. We have selected 
some of the most frequently asked ques- 
tions for Mr. Slote to answer. 


question: 


Judging by the number of boxes 
or positions in your organization 
chart, wouldn’t you say that such a 


plan of organization applies only to 
the larger corporation? 


answers 


Emphatically no! Your initial con- 
cept is incorrect, because the number 
of boxes is not equivalent to the num- 
ber of positions. If you recall, we men- 
tioned that we are dealing with a 
functional chart, which shows corpor- 
ate functions or activities that exist in 
practically every enterprise, regardless 
of size. The chart classifies these func- 
tions, and then arranges them in logical 
groupings to achieve maximum coordi- 
nation through a system of checks and 
balances. This, in turn, results in mini- 
mizing the occurrence of many types of 
daily operating problems. Under a 
given set of conditions, many of these 
functions can be grouped together and 
assigned to relatively few people. For 
example, although four boxes are 
shown under the planning phase of the 
Sales Department function, in the 
smaller company, all four boxes or 
functions may be the job of one man. 


question: 


Is there any definite size for a 
department, division, or section? In 
industry, isn’t the division construed 
to be larger than the department? 


answer: 


The size of a department, or division, 
may vary from a few people to several 


31 


thousand, depending upon the size and 
type of the company. The prime factor 
in determining the limiting size of an 
echelon, whether it be a department, 
division, or section, is the convenience 
or practicability of maintaining ade- 
quate supervision over that echelon. In 
reply to your second question, the 
terminology we use denotes relative 
size in descending order as follows: de- 
partment, division, section, team. II 
your company has always used “divi 
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sion” to denote a higher echelon than 
“department,” there is no reason why 
you cannot continue this practice to 
avoid confusion. Consistency of use is 
the major criterion to keep in mind. 
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tion, and upon what is it based? 
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analysis and the use of the functional 
organization chart is to achieve coordi- 
nation of corporate functions. In this 
sense, coordination means the orderly, 
balanced arrangement of corporate 
functions, which harnesses and directs 
individual and group effort to provide 
unity of action in order to achieve 
administrative goals. In the final analy- 
sis, the coordination of functions de- 
pends upon individuals, and must be 
effectuated by authority. An executive 
or supervisor cannot be given the re- 
sponsibility for coordinating activities 
unless he is granted the necessary de- 
gree of authority. Most of us are 
familiar with circumstances in which a 
‘staff’ man is asked to coordinate some 
activity which does not report to him. 
The “staff” man is then in a conflicting 
situation, and is powerless to coordi- 
nate, because he cannot exercise au- 
thority when it comes to a showdown. 
The solution, of course, lies in assigning 
responsibility for coordinating that ac- 
tivity to the particular line manage- 
ment vested with adequate authority. 
Coordination becomes a reality only 
through exact definition of duties, a 
well-defined chain of command, sharply 
enumerated responsibilities, and the 
granting of precise authority at each 
organizational level. 


What is the maximum number of 
positions that can efficiently report 
to one supervisor? 


There are too many variables to be 
able to make a quantitative assertion 
that will apply to most situations. For 
example, the problem of maintaining 
adequate supervision over research en- 
gineers poses different requirements 
than would supervising a large payroll 
section, or a semi-skilled assembly crew. 
It is obvious that the number of in- 
dividuals reporting to a given super- 
visor under a given set of conditions, 
cannot be more than that supervisor 
can effectively direct, control, and co- 
ordinate. In practice, determination of 
the span of control for each supervisor 
is accomplished by giving consideration 
to such factors as the following: 

1. The degree to which the work is 





routine, repetitive, and homogeneous 
in its nature. 

2. The physical proximity, and degree 
of contact and communication between 
subordinate and supervisor. 

3. Calibre and capacities of the particu- 
lar supervisor. 

4. The extent to which policies and 
operations can be delegated. 

5. Whether the supervisor can devote 
full time to actual operating of his 
unit, or is distracted by other issues. 
6. Whether the program is static or 
whether it’s stable. 

7. Complexity of work, quality de- 
manded, and use of discretion and 
judgment. 

8. The degree of teamwork, voluntary 
coordination and good human relations 
that are present. 


When an executive delegates part 
of his responsibility to a subordi- 
nate, to what extent is the executive 
relieved of that responsibility? 


None whatsoever! The process of 
delegation is a prime characteristic of 
the line operation. An executive is 
forced to delegate a portion of his re- 
sponsibility because he initially has 
been given a greater responsibility than 
he himself can perform. The process of 
delegation is one in which a_ higher 
position confers specific responsibility 
and authority to a lower position to 
carry out assigned functions or duties. 
Delegation has a dual characteristic be- 
cause the subordinate as a result of 
delegation becomes responsible to his 
superior, and at the same time, his 
superior still retains all of his initial 


responsibility. 


Where can I get formal training 
in organization planning? 


Round-table seminars, under com- 
petent guidance, are one of the quick- 
est means of acquiring this skill. Your 
local college, or university may offer 
such seminars. The Organization Plan- 
ning seminars at N.Y.U.’s Division of 
General Education, for example, offers 
participants an opportunity to bring up 
their own company problems for discus- 
sion and solution. m/m 
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Delinquent | accounts 
are systematically policed by a new form 
at The Republic Supply Company of 
California. The specially devised mul- 
tiple-carbon, five-part, snap-out form 
for customer statements gives the credit 
manager a recap of delinquencies at a 
glance, by breaking down total in- 
debtedness into monthly aging groups. 

The original statement is mailed to 
the customer. The first copy goes to 
the credit manager for further process- 
ing, and the balance of the copies are 
put into the customer’s ledger file. The 
two lines below the firm heading read: 


This statement is a reminder that 
certain items on your account are past 
due. We ask that you review the 


charges shown below and advise us if 
they are not in order. 

Aging balances and total account 
figures are summarized in the top half 
of the statement, while itemization of 
the invoice appears in the bottom half. 
Carbon sheets are only under the top 
half, thus eliminating unnecessary de- 
tail from the control copies. 


How copies are used 


The credit manager’s copies are filed 
alphabetically in a small ring binder, 
thus affording compact and complete 
delinquency information for ready ref- 
erence. Each control copy has space for 
entering two payments on account, in- 
cluding resultant revised age groups 
and grand totals. Space is also provided 
for notation of telephone calls, letters, 
references to collections agencies, etc. 

Daily cash postings to delinquent ac- 
counts are entered by the accounts re- 
ceivable clerks in the appropriate places 
on the file copy of the statement. A 
carbon copy of such entries is detached 
and sent to the credit manager for entry 
in his control copy. He is thus kept 
fully informed as to the nature and 
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Form reduces delinquent account 
checking, increases collections 


amount of all payments on past due 
accounts with minimum delay. 
This form has sharply reduced the 


operations involved in checking the 
status of delinquents, and has increased 
collections materially. m/m 
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Never before an office shredding 
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economy of the new SHRED- 
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operate it. No fuss, no trouble! 
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capacity, and power than ever 
before! Safety throat! Smart func- 
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all businesses - large or small. 
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Priceless Security at Low Cost 


A new type of office machine, the 
Shredmaster Bantam 10 portable shred- 
ding machine, quickly and effectively 
destroys confidential office records and 
correspondence. You eliminate danger of 
vital papers falling into hands of un- 
authorized individuals. 

What makes the Shredmaster Bantam 
10 ideal for office usage is that it is 
attractive in appearance, quiet, compact, 
and streamlined. It plugs in just like an 
electric typewriter or adding machine, 
and is immediately ready to operate. 

Made by The Shredmaster Corporation, 
known throughout the world as the lead- 
ing manufacturers of shredding machines, 
the Shredmaster Bantam 10 can be oper- 
ated by clerks, stenographers, or other 
office help. 

A Free Shredmaster Bantam 10 bro- 
chure is available without charge simply 
by addressing a letter or postcard to 


The Shredmaster Corporation 
199 Willoughby Avenue 
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Is there 
in your methods? 


We're talking about bookkeeping methods, of course. Often, 
it’s impossible to reorganize bookkeeping procedures from 
within. The department is too busy— growing too fast. Too 
many demands are being made on it by the Boss, the Gov- 
ernment, the Bank, the Sales Force, the employees. 

That’s where the Todd Methods Study Plan can be of 
invaluable help. A quick, skillful review of your procedures 
—plus the experience we've gained from thousands of com- 
panies—can result in tremendous improvements in your 
operation. Our service won't cost you a penny and it may 
save you from embezzlements, forgeries, wasted effort, 
expensive Overtime, unnecessary paper work. 


For complete details, mail the coupon below. 
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How to integrate vacations 
into a plant shutdown 








Edmond W. McNamara, Office Manager 
The Bassick Company 
Bridgeport, Connecticut 





A simple scheduling form was de- 
vised to help our supervisors and de- 
partment heads to intelligently plan 
their department vacation schedules. 
After the personnel department posts 
notice that the plant will be closed 
during a particular two-week period, 
there is a certain amount of maneuver- 
ing in working out vacation problems. 

Generally, a skeleton force is kept 
on hand for special rush jobs. Also, cer- 
tain processes are uneconomical to shut 
down. This requires that a skeleton 
crew be on hand in the office to process 
the necessary papers. More important, 
accounting requirements mean _ that 
certain accounting people must be on 
hand to get out the financial state- 
ments. Further problems are introduced 
by the increased practice of granting 
three weeks vacation to people of fif- 
teen years tenure. ‘To top this, married 
women wish to take their vacation at 
the same time as their husband’s, and 
he usually works in another company. 


Each supervisor gets a copy of the 


form accompanied by a report from 
the payroll department telling just 
how many days of vacation each em- 
ployee has earned. Putting these things 
down in writing, on a master form, 
helps bring information into perspec- 
tive. An explanation is required for 
any deviations from the shutdown 
period. This helps the supervisor in 
his desire to be fair with his employees, 
and it helps him to present his case to 
the management. 

This form standardizes the data and 
the presentation that the different de- 
partment heads must review in _pass- 
ing on the schedules. It then furnishes 
a reference record to guide them in 
drawing up the next year’s schedule. 
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A streamlined correspondence idea 
utilizes the world’s largest dictation 
switchboard and estimated 
$10,000 annually. 

One hundred and nineteen dictation 


desks 


Casualty 


Saves an 


phones are now located on 


throughout the American 
Company's 14-story building in Read- 
ing, Pennsylvania. Using a share-the- 
phone system in those offices where dic- 
tation needs are comparatively light, 
150 dictators can be served. 

When a dictator picks up the dicta- 
tion phone, an electrical impulse is sent 
to an automatic switchboard in the 


The switchboard, in turn, 


basement. 
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shuttles the signal to one of nine re- 
the third-floor 
stenographic pool. Eleven pool stenog- 
raphers type the dictation, and then re- 


cording machines on 


turn the correspondence to the writer 
by messenger for his signature. 

All letters dictated before 2 p.m. are 
returned for signature by 4:30 p.m. ‘To 
the “early 
“night owl” dictators, the system is in 
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operation from 7:30 a.m. to 9:30 p-m. 


accommodate bird” and 


Studies show that the secretaries are 


able to type 25% more under the new 
system. This, combined with dictator 
eficiency, and low initial investment 
costs, makes for an annual savings 
which is conservatively set by the com 
pany at $10,000. 
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Promotion announcements 
add prestige, increase morale 


Formal announcement cards lend 
added prestige to promotions of key 
personnel above the supervisory level, 
at the American Brake Shoe Company. 
The cards are sent to the employee's 
fellow executives, to all department 
heads, the personnel division, recep- 
tionists, etc. Announcements are also 
featured in the employee magazine, and 
special notices are posted in the offices. 
confusion is avoided and 
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Globe-Wernicke’s Safeguard Filing System, Tri- 
Guard Principle and Globe-Guard File Cabinets 
comprise the most advanced filing accommoda- 
tions in America today. Safeguard employs vari- 
ous guides, tabs and colors to effect the logical 
order and instant recognition so necessary for 
quick, easy filing and finding. This exclusive 
system works best with Globe-Wernicke’s proven 
three-point principle of file folder support—Tri- 
Guard. Tri-Guard keeps file contents in an orderly 
position with ample working space at all times. 


_ 
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OF THE WORLD’S FINEST OFFICE EQUIPMENT, 


(Circle 723 for more 


SYSTEMS, 


information) 





you'll find GLOBE-WERNICKE office equipment everywhere ! 


When housed in famous Globe-Guard Filing Cabi- 
nets, Safeguard and Tri-Guard attain their fullest 
efficiency because these cabinets incorporate every 
conceivable feature for easy operation, long life 
and highest efficiency. And isn’t it remarkable 
that all this “workability” is wrapped up in such 
handsome units! 

Your Globe-Wernicke dealer will be glad to dem- 
onstrate all of these products. He’s listed in the 
“Yellow Pages” of your phone book under “Office 
Equipment.” Or write us direct. 


O.t.toeeE-WeER N Ci 


CINCINNATI 12, OHIO 





FILING SUPPLIES AND VISIBLE RECORDS 
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tacts simplified as he starts the new job. 

On the day of promotion, about 100 
additional cards are presented to the 
employee, to be sent to other business 
contacts who should be informed of the 
change, to friends, family, etc. 

Cards are printed when appoint- 
ments are decided, well in advance of 
the time they take effect. These an- 
nouncements not only have practical 
value in facilitating easy contacts, but 
pay off in the good will they create. 
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One writing on "'shingled"' form 
records data on correct sheets 


Maintaining inventory control rec- 
ords by product, while recording orders 
for filling, was accomplished by the 
Delicia Candy Company, New York, 
through the use of a “shingled” form. 

The “shingled” ticket consists of an 
original order form separated from 
five copies by a single carbon. Each of 
the five copies extends 14 inch lower 
than the preceding one. All copies co- 
incide with the five spaces on the orig- 
inal, which are used for detailed in- 
formation on each item. This includes 
quantity ordered, price, extension, 
item, unit, and weight. 

Each “shingled” copy is uniform in 
length and width, for easy filing. The 
“shingled” ticket has saved posting time 
and has provided a convenient manual 
method for maintaining “by product” 
controls, without special equipment. 

For more details, circle number 839 
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New system reports firm's 
shortage problems faster 


Factory “trouble” or shortage condi- 
tions that cause production delays can 
now be reported immediately by a 
newly installed telescriber system at 
Northrop Aircraft’s Hawthorne plant. 
transmit handwritten 
communications instantaneously from 
37 outlying areas to eight receivers lo- 
cated in the Manufacturing Central 
Control Department. The system 
eliminates the need of telephones and 
permits messages to be completed with- 
out an operator being present at the 
receiving station. 

The Central Control is the “heart” 
of the system, and the only source from 
information is channeled, 
whether incoming or outgoing. When 
a “behind schedule” item is reported, 
the information is immediately trans- 
ferred to the Master Records, indicat- 
ing need for corrective action, and pro- 
viding the means for status and prog- 
ress reporting. A new type of visual 
shortage board is used for the Master 
Records. Both sender and receiver of 
the message maintain post index wall 
holders and pockets. This provides 
identical information at both ends, and 
eliminates the possibility of error. 

Used in conjunction with the tele- 
scriber equipment is a battery of book- 
keeping machines record all 
transactions handled by the records sec- 
tion of Production Ordering. This ma- 


Telescribers 


which 


which 


chine posting method speeds up and 


(next page) 


yf The "shingled" form consists of an 
original order form separated from 
five copies by a single carbon. 
Each of the copies extends '/2 inch 
lower than the preceding one. 
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American Business 
April 1955 


... 1 cannot resist writing and congrat- 
ulating you and the Systems and Pro- 
cedures Association on ‘Workshop for 
Management.” Not only is the book 
beautifully put together but it seems to 
be an extraordinarily effective manage- 
ment tool. 

A. ROBINSON 


The Research Institute of America, Inc. 


. May I compliment you on the finished 
product, “Workshop for Management’? 
Frankly, I had not expected to see such 
a handsomely bound and printed book. 
After seeing the finished product, I have 
revised my estimate of the value of this 
work, as anyone taking time to read the 
product should be well rewarded for his 
time, despite the informality of the 
writing. 

FRANK GRIESINGER 


Assistant Treasurer 
The Lincoln Electric Company 


... This is truly an impressive job of 
editing, publishing and book making and 
it should prove a valuable reference source 
to us. 

J. E. ROMIG 


Advertising Manager 
The Standard Register Company 


Office Executive 
May 1955 






accolade to those 
I am sure you have already received. 

BENJAMIN R. MAKELA 

Publication Manager, THE CONTROLLER 


. Wish to add our 


. From a_ presentation standpoint 
alone, it is one of the finest books I have 
ever come across. 

E. W. MC NAMARA 


Office Manager, The Bassick Company 


. We consider this of decided interest 
to our membership. 
PHILIP N. SCHUYLER 


Field Secretary 
Young Presidents’ Organization Inc. 
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now MAJOR AMERICAN FIRMS IDENTIFY AND SOLVE 
THEIR OPERATING PROBLEMS 


WORKSHOP FOR 
MANAGEMENT 


> MANAGEMENT METHODS MAGAZINE 
A collaborative pub- » SYSTEMS AND PROCEDURES 
ASSOCIATION OF AMERICA 
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_ lishing achievement of 


ia 


Most business books today are written for “technicians.” The 
management man gets lost in jargon after the first few pages. 


That’s where WORKSHOP FOR MANAGEMENT differs: 


1) This book wasn’t “written” at all—it’s a word-for-word 
transcription of one of the most complete management 
conferences and workshops ever conducted. 


as well as in the Seminars. The Seminars, in particular, are 
designed for the so-called “beginners,” as well as for the par- 
tially-informed executives. 


This information is of special value at this time. Electronics 
manufacturers have made tremendous strides in the last twelve 
months in developing practical office applications. The only 
thing that stands in the way of another development spurt is 
the time it takes potential users to educate themselves as to 
how now-perfected equipment can be applied to their operations. 
Under normal conditions, a company can expect at least a 
twelve-month lag between a decision to “get the facts” and 
actual ability to evaluate whether or not electronics applications 
are feasible for them. This publishing achievement can mate- 
rially reduce this time lag. 


516 pages 300 illustrations $19.00 


ee ee 


PARTIAL CONTENTS 
I. ELECTRONICS SECTION 


150 pages of practical information on 
electronics development, personnel 
problems, equipment and applications 
—Orientation in Electronics, Initiat- 
ing an _ Electronics Program, Pre- 
paring for the Automatic Office, Ac- 
counting Machine Developments, etc. 


1l. GENERAL MANAGEMENT 
A. Operations Research 


2) It is slanted specifically for management, using non-tech- 
nical language, and reporting in terms of end results. 


With this in mind, glance at the partial Table of Contents and 
you'll see why we are willing to offer it to you on a firm, 
money-back guarantee basis. 


A practical symposium on electronics 


In addition to covering all major areas for improving man- 
agement methods, special emphasis on Electronics for the Office 
is featured in both the general conference addresses and panels, 





How should ‘“‘Workshop”’ be used? 


You won’t want to read it from cover-to-cover at one 
sitting—or even a dozen. You will want to glance through 
the Table of Contents immediately for quick help on 
problems that concern you right now. Since most internal 
operating problems overlap in many fields, you will also 
want to refer to the detailed index that coordinates all 
information in the 516 pages. 


D. Office Layout 
Department Locations 
Modular l’lanning 
Space Control 


ll. TECHNIQUES & APPLICATIONS 
A. Clerical Control 
Cost 
Simplification 
Measurement 


Analysis 
Personnel Utilization 


fe ape B. Pa ng 8 — 
: a c ‘orms Des! 
- What about the subject matter? Problems Origination 
B. nga, Plans Standardization 
ss Sxecutive Costs 
Consult the Table of Contents. Each of these subjects Clerical Management 
is covered by a practical businessman, or by several men, Sales C. Quali Control 


ro 
Statistical Sampling 
D. Communications 
Remote Data Transmission 
Facsimile Devices 
Industrial T. V. 


Supervisory 

C. Methods and Procedures 
Organization 
Responsibility 
Function 


, each personally concerned with how to simplify and reduce 
the cost of running a business. Each has avoided “theory” 
and devoted himself to proved-in-practice solutions. 


isn’t this just another “book of 
Pproceedings’’? 


No! Unlike most conferences, there were very few 
“speeches.” The purpose of this meeting was to exchange 
Practical ideas. Careful editing has removed all purely 
local asides and repetitions. What remains is a solid, 
fact-full presentation superbly organized and illustrated! 


AA 


5-day Free Examination Privilege 


Use coupon below or order card bound in this issue 


AAW 


\ 
t Management Magazines, Inc., Suite 106 
141 East 44th Street, New York 17, N. Y. 
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=t Please send me for 5 days FREE EXAMINATION a copy of “Workshop 

H ye y =| for Management.” Within 5 days I will either send payment for $19, 
ow was it possible to cover so many =, or return the book without obligation. 

subjects in a three-day conference? =| 

Oe AMEE © Sis coin odes Sindee bse 9 oe Waepe Rae bo 0 SRR Re oe wines ata ae 
Each attendee had his choice of three sessions he could = 
attend. These sessions ran simultaneously, in different [B' ADDRESS ...........0cececececccccceccccccececececvscesecescecceces 
rooms. Obviously, a man could not be in more than one =I 
Place at one time. But you—with this volume in your =I 


hands—can cover the whole conference. 
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ABOVE: At the Central Control point of North- 
rop's telescriber system, personnel keep continual 
tab on factory “trouble or shortage conditions 
that could cause schedule delays on their produc- 
tion line. On the vertical board at left a record 
of matters needing corrective action is maintained. 
BELOW: In an outlying factory area, use of a 
telescriber provides instantaneous handwritten 
communication to the central control point. 


















standardizes the posting operation, and 
makes records which are easily read. 

Through the use of the rapid inter- 
communication procedures afforded by 
the system, Northrop anticipates it will 
be saving $175,000 annually. 

For more information, circle number 
838 on the Reader Service Card. 
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How timing will improve the 
impact of one-shot advertising 











An off-season distribution of adver- 
tising calendars by the Rumford Press 
of Concord, N. H., is a good example 
of how a costly public relations effort 
can be lifted above the routine. Timed 
to reach the market three months after 
the huge January rush of calendar 
mailing, the Rumford calendar boasts 
a much higher rate of user retention. 
The current calendar runs.from April, 
1955 March, 1956. Each of the 
twelve pages features a full-color photo- 
graph of a New England countryside. 

The biggest drawback in the calendar 
type of advertising has always been that 
the consumer can’t use the dozen or 
more calendars he often receives in the 
Christmas mail. This stiff competition 
las made what is otherwise a logical 


to 
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The El Paso Natural Gas Co., El Paso, Texas. Carroll and Daeuble, Architects 


Mills Movable Walls keep office layouts 


permanently efficient with pace Control 


oe The El Paso Natural Gas Company promotes efficiency and 
morale in its new headquarters building by providing its em- 
ployees with pleasant, business-like surroundings and well de- 
signed offices. Space Control, assuring permanent efficiency of 
office layouts, has been achieved through the use of more than 
two miles of Mills Movable Walls to form these modern busi- 
ness interiors. Whenever changes in space requirements occur 
these walls can be rearranged to fit new layouts quickly, easily 





and at very low cost—usually overnight or during a week end. 
Fully insulated and soundproofed, Mills Walls are unexcelled 
in architectural design and structural stability—and they re- 


A TYPICAL EXECUTIVE OFFICE— 
showing some of the more than 5,000 lineal 
feet of Mills continuous convector enclo- 


sures and custom bookcases used through- 


quire no maintenance whatever, except occasional washing to 
out the El Paso Natural Gas Co. building. 


keep them looking always their efficient best. 
Wirlee fae the informative 68-page THE MILLS COMPANY, 962 Wayside Road, Cleveland 10, Ohio 
Mills Walls Catalog—it’s a prac- 
tical workbook on Space Control. 





(Circle 736 for more information) 
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retention item one of dubious value. 
This holds particularly for a firm that 
devotes a substantial share of its pro- 
motion budget to this one-shot effort. 

It is worth noting—and considering 
—that elaborate Annual Reports prob- 
ably face the same hazard. Most Annual 
Reports are distributed during March. 
If the aim of the Annual Report is 
“advertising” rather than financial, an 
off-season Progress Report might also 
be worth considering. 


la, 


SJ PENSIONS \thewstt Caterer 


Firm originates expense-paid 
pension plan for employees 








A pension plan which covers all em- 
ployees on a retroactive basis, and is 
paid for entirely by the company, was 
recently put into effect by the H. D. 
Lee Company of Kansas City. 

The plan was originated and wholly 
conceived by the company, and then 
presented to the various employee 
unions for approval. It provides for an 
annual pension to be paid in monthly 
installments, for life, after retirement 
at 65. An estimated 3,200 employees 
will participate. 

The amount of the annual pension 
is one-half of one percent of the em- 
ployee’s average annual income for 
the last five years, multiplied by the 
number of years he has been continu- 
ously employed by the company. Credit 
will also be given for all prior service 
with the company. 

Neither the employees nor the 
unions will contribute to the fund or 
take part in its administration. Pay- 
ments to retired Lee workers from the 
pension fund will be in addition to 
benefits from social security or in- 
dividually held insurance plans. 


TITTLE 
THE 2 ND ANNUAL 
BEST PLACE TO WORK 
AWARDS 


FOR OUTSTANDING EXAMPLES 
OF OFFICE LAYOUT AND PLANNING 


FOR ENTRY BLANK AND RULES 


See page 20 for complete details 
or circle number 800 on the Reader Service Card 


CONTEST CLOSES JUNE 21 


methods 


TH 


do 


TI 


du 


CC 


tr 


qv 


CC 


ev 


a 


ji 








THE MANAGEMENT METHODS 


work 
center 


6c 


... men and machines 
don’t work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
traffic control, and ade- 
quate lighting, and proper 
communications — and 
even creature comforts — 


are properly integrated.” 


“integrated office 


june 1955 


After you decide not to move 


How to modernize 


your old office building 





Modernizing a forty- 
year-old building, rather than moving 
or building, proved to be the most 
practical solution for the office prob- 
lems of the General American Life In- 
surance Company in St. Louis. It was 
apparent to their management that if 
the company was to continue to grow 
and maintain its efficiency and em- 
ployee morale, a major internal trans- 
formation was necessary. 

Officers studied the many new life 
insurance company home offices that 
had been erected in recent years in vari- 
ous parts of the country. ‘They came to 
a realistic estimate of the cost of build- 
ing a new home office structure ade- 
quate in size and function for the pres- 
ent and projected operations of the 
company and its 620 employees. They 
also studied the prospects of St. Louis’ 
downtown area as a continuing busi- 


Renovating cost about $10 per square foot opposed 
to $20 per square foot of new building, plus land cost 

Structurally sound steel and concrete frame 

Exterior surface generally acceptable in appearance 
and condition 

Downtown location convenient for employees and 
business associates 

Space per floor (12,000 sq. ft.) above minimum con- 
sidered necessary for efficient insurance company 
operations in a multiple-story building 

Two floors, which are now rented, will be available for 
future expansion 





and remained unchanged until this modernization. 
shows completaly re-designed entrance. 







Building designed as a loft-type structure 


Obtrusive columns every 19!/2 feet hampered layout 


Bare, rough concrete floors hampered maintenance 

Outmoded, inadequate lighting system fell below 
minimum candle power requirements 

Power system complicated by both AC and DC service 

Overtaxed power system prevented additional outlets 

Old radiators prevented zone or humidity control 

Poor ventilation resulted in hot, humid summers and 
stuffy, overheated winters 

Untreated plaster walls and ceilings increased noise 
from machines and office traffic 








TOP RIGHT: The old lobby of General American Life Insurance Company was constructed in 1914 


ABOVE: View of a portion of the new lobby 
Cover photo shows fuller view of modernized entrance. 
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HAUSERMAN MOVABLE WALLS 


Save Firestone $30.2 


IN MAINTENANCE COSTS ALONE 


@ In the modern Firestone Research Laboratory, dirt is not 
tolerated. As a result, walls are washed frequently. Yet, even 
after ten years of repeated washing, Hauserman Movable 
Walls still do not require repainting. 


Result: Savings of $30,299 .. . the cost of repainting compa- 
rable ordinary walls at normal intervals. 


Equally important is the permanent assurance that these versa- 
tile, modern walls can be quickly and easily rearranged, again 
and again, when and as changing space requirements dictate. 
Lifetime finish ... permanent flexibility to meet changing space 


needs... two good reasons why Hauserman Movable Walls save 
money wherever they are used! Don’t they suggest an ideatoyou? 


Mauserman 
MNtovable Qriltriors- 


Provide Earlier Occupancy + Fire Resistance » Sound Control + Utility Access 
In Offices + Laboratories » Hospitals + Industrial Plants 


THE E. F. HAUSERMAN COMPANY 
7353 Grant Avenue * Cleveland 5, Ohio 


Please send your free booklet to: 











Name 2h ae 

Company ’ apreeree se ecm 

Address ‘ eee 

2 LT ee” a 
cid, Glia comme Guutee auniats. Gunn qu Gene GD qe GO quem 
(Circle 727 for more information) 


BEFORE 





LEFT: Typical work area in 1943 illustrates 
overcrowded working conditions and inade- 
quate lighting. BELOW: Same area today 
offers spaciousness and light, due to re-design 
and modern equipment. 


LEFT: Old tabulating department had drab 
appearance. Unsightly pipes lined walls and 
ceiling. BELOW: New tabulating area fea- 
tures cork floor and acoustical ceiling for noise 
absorption, and inset strip lighting. 


AFTER 


methods 









ness center, appraised the present lo- 
cation of the company’s building in re- 
lation to the anticipated development 
of the downtown area, and investigated 
costs of modernization. Their present 
building, although outmoded, was 
structurally sound. They decided that 
an extensive modernization and im- 
provement program to convert the un- 
satisfactory interior of the building into 
modern, functional office space, within 
the limitations of the physical structure 
itself, was the best choice. 

The services of Wedemeyer and 
Hecker, architects, were engaged in the 
fall of 1951. In consultation with of- 
ficers and supervisors of the company, 
each department was carefully analyzed 
in the light of its own operation. 

The number of personnel, desks, 
files, and all other equipment and fur- 
niture were studied in relation to the 
internal-functioning of that particular 
department. Then, each department 
was correlated to other departments in 
accordance with its relationship to 
them. Departments were assigned to 
particular floors with a view to holding 
inter-floor trafic to a minimum. 

Plans were laid to proceed floor by 
floor with the improvement program. 
Inasmuch as the building could not be 
vacated, but had to be kept continually 
in use for the operation of business, 
certain floors were set aside for the 
people to be moved into on a tempor- 
ary basis until the modernization of 
their floor could take place. Thus, the 
entire program of rehabilitation and 
modernization was accomplished while 
company operations were continuing 
without any let-up. 

The entire building is now air con- 
ditioned. In 1941, the first five floors 
had been air conditioned by a 250-ton 
centrifugal compressor, with fan rooms 
on each floor. A similar installation for 
the remaining seven floors was made as 
part of the remodeling program. The 
system was carefully designed to meet 
the requirements of each floor in ac- 
cordance with the usage of the floor. 
Complete and efficient zone controls 
were installed. On most floors, five 
zones were required, 

All twelve floors are now provided 
with year-round air conditioning, 
cooled and dehumidified in summer 
and warmed and humidified in winter. 

(next page, please) 





Business hubbub can be hushed 


Fire-safe Fiberglas ceilings soak up office racket! 


The busier the office, the noisier! Fortunately, as much as 
80 per cent of the bustle of business can be absorbed by a 
ceiling of Fiberglas* Sound Control Products. And, with a 
Fiberglas Ceiling on the job, employee efficiency and morale 
go up, absenteeism and costly errors go down! 

Beauty from the beginning—In the full line of Fiberglas 
Sound Control Products you can choose a ceiling tile that 








Sonofaced* Acoustical Tile —Interesting new beauty and utility in this 
smooth-surfaced, washable, plastic-faced tile. Available in white and a 
variety of attractive decorator colors. 


exactly suits your offices. And all of the tiles in the wide range 
of colors, patterns and textures available are certified fire-safe 
by leading laboratories. 

Economy to the end—Surprisingly enough, Fiberglas Sound 
Control Products, for all their extra value, are the lowest cost 
fire-safe acoustical products on the market. today. These inor- 
ganic products will never shrink, sag or swell . . . they’re easily 
installed, easily maintained through long years of service. 
Free Booklet: But see for yourself how Fiberglas Acoustical 
Products can improve working conditions in an office. You'll find 
the full story in the idea-filled booklet, **The Ceiling That Cuts 
Overhead.” For your free copy, write: Owens-Corning Fiberglas 
Corporation, Dept. 174-F, Toledo 1, Ohio. 


*Viberglus, Sonofaced (Reg, U. 8. Pat. Off.) Stria and Noise- 
Stop are trade-marks of Qwens-Corning Fiberglas Corporation 


OWENS-CORNINS 


FIBERGLAS 


SOUND CONTROL PRODUCTS 


¢ Textured, Perforated, Sonofaced*, Stria* Acoustical Tile 


© Textured, Sonofaced Ceiling Board, Noise-Stop™ Baffles 
(Circle 742 for more information) 
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LAMSON AIRTUBE AUTOMATIC 
SWITCH SYSTEM REDUCES 
COMMUNICATIONS’ TIME TO SECONDS! 


@ So. Fabricoting—690' 


@ Lithographing— 330" 
@ Maintenance 1030 


Receiving—260 


2 caer ila 


Shipping—300 


Oftice— 344% 


The above photograph shows the locations of 
stations of the Lamson Airtube system and their 
distances from the monitor at the vast J. L. Clark 
Manvfacturing Co., Rockford, Ill. Distances shown 
in air feet. Walking distances are much greater. 
Every carrier passes through the monitor . . . the 
automatic central switching point. The monitor 
automatically deflects the carrier into the tube 
leading to the correct station. The photographs at 
the left show typical Airtube stations in Office 
and Plant. 


In 300,000 Sq. Ft. Plant! 


Huge as the J. L. Clark plant is, Lamson’s Airtube Automatic Switch System 
has brought the farthest departments only seconds away from each other. 


Lamson has reduced hourly trips to merely 1 or 2 daily to handle bulky items. 
The handling of correspondence, time cards, instruction sheets, shipping schedules, 
receiving slips, memorandums and requisitions between departments has increased 
in speed and efficiency. Executives save valuable hours of “between office” time. 
Supervisors can devote more time to “on the job” supervision because they're 
freed from message carrying. 


Lamson Airtube carriers . . . also bearing small product samples and tools . . . 
automatically discharge at any pre-determined station. The correct station number 
is dialed by turning the bands on the carrier. 


For complete details as to how Lamson can improve the speed and 
efficiency of ications in your plant, MAIL THIS COUPON TODAY. 














BURA REE H EMS OM ee Ss ee 
Lamson Corporation, # 
3726 Lamson Street, Syracuse, New York 

Please send me a free copy of ‘‘Lamson Airtube Automatic 
Switch System’ Bulletin. 











NAME Tit LE. 
Plants in Syracuse COMPANY ¥ 
and San Froniciscs ADDRESS splitted 
Offices in Principal 
Citing CITY ZONE STATE 





(Circle 732 for more information) 
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Ceilings on all floors were lowered 
to provide space for the air condition- 
ing ducts. ‘This permitted the installa- 
tion of recessed lighting fixtures. 
Fluorescent lighting was used in all 
work areas. A special controlled lens 
diffuses the light and prevents glare. 

Adequate electric, telephone, and of 
fice machine outlets were provided fo 
present and future use in the floors and 
columns, eliminating the maze of open 
wires on floors and aisles, which pre- 
viously caused not only an unsightly 
condition, but a serious tripping and 
fire hazard. 

A ceiling suspension system of metal 
lath channels and gypsum board was 
installed on all floors. A fibre base 
acoustical tile, with random hole pat- 
tern, was applied to the board. ‘This 
suspension allowed for the concealment 
of all duct work, pipes, conduits, etc. 
The degree of sound absorption has 
greatly reduced the clatter and noise of 
routine office work. 

Asphalt tile was selected as the gen- 
eral floor covering. Cork tile floors were 
used in some small areas where sound 
absorption to the highest possible de- 















gree was required. Some areas and of- 
fices were wall-to-wall carpeted. 

The old building had two front pas- 
senger elevators and two rear elevators 
used for both freight and passenger 
service. The front elevators were com- 
pletely modernized, and changed to 
collective signal control with automatic 
power-operated doors. 

Full recognition was given to the 
psychological effect of color on the 
people who work within the building 
It was decided not to use one or two 
“standard” green or buff paints, but to 
carefully choose colors for their pleas- 
ing effect on people. 

In areas where high light intensities 
were required, no paint or color with 
greater than 58% light absorption was 
used. Also, in areas and on surfaces that 
could be easily dirtied, or where traf- 
fic was heavy, darker, more durable 
colors were selected. No two floors have 
the same scheme or the same color 
shades. Soft green, warm greys, blue, 
yellow, beige, browns, and _ flattering 
rose tones were used together as_har- 
monizing colors, blends, and in color 
contrasts. m/m 


BEFORE 


LEFT: A corner of the old lunch area. Crowded 
conditions forced most employees to eat 
lunch at their desks. BELOW: The new lunch 
area easily accommodates all 650 employees 
in the space of an hour. There is also an 
adjoining lounge area for employees who have 
finished eating or are waiting to be served. 


AFTER 
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wood for everybody 


because everybody prefers wood—and responds to it! 


WHY’ DO OFFICE WORKERS respond in the presence of wood furniture? Because they’re people—and 
their response to nice things is similar to yours. Like you, they prefer wood’s beautiful ingrained 
individuality . . . wood’s unique touch—warm and friendly . . . wood’s tranquil quietness. Their 
attitudes quickly reflect the significance of your decision to provide wood for everybody. Effi- 
ciency, output, morale rise. Errors, absenteeism, employee turnover drop. You get and keep finer 
people. There are wood desks and chairs to fit your every office requirement. For a complete new 
office, or a single chair and desk, see your Wood Office Furniture Dealer. You'll find everybody 


works when everybody works on wood. 


Attention School Boards: Make sure your schools get the psychological and economical 


advantages of wood school furniture. 








WOOD OFFICE FURNITURE 
730 Eleventh Street, N. W., Washington, D. C. 


INSTITUTE 





See your COPS Dealer for coordinated, correct CERTIFIED OFFICE PLANNING SERVICE. 
He is equipped to handle your entire office modernization, from start to finish, including 
layout and decoration—all at no extra cost. You benefit from the knowledge of experts. Write 
for name of nearest COPS dealer, and your free copy of our full-color booklet about wood’s 
advantages and all about COPS. 


Members of the Wood Office Furniture Institute: 


ALMA Desk Co. 


e CARLTON-SuURREY, INC. ¢« HIGH POINT BENDING & CHAIR Co. « Hoosier Desk Co. 


IMPERIAL Desk Co. « INDIANA CHAIR Co. ¢ INDIANA Desk Co. « JASPER CHAIR Co. « JASPER Desk CO. 
JASPER OFFICE FURNITURE Co. ¢ JASPER SEATING Co. « THE LEOPOLD Co. « MyrTLE Desk Co. *« THOMAS 
FURNITURE Co. 


¢ WELLS FURNITURE MANUFACTURING Co. 
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(Circle 759 for more information) 





WOOD LASTS LONGER. 
Thousands of desks and chairs 
still performing beautifully, 
even after 50 years. 





WOOD “WORKS” BETTER. 
New convenience features, 
scientific finishes make sitting, 
working, seeing, easier. 





WOOD IS QUIETER. Less 
noise-distraction means greater 
efficiency. 





WOOD COSTS LESS, and less 
to maintain. Won't dent, buckle, 
spring or rust 





WOOD IS MORE PLEASANT 
TO TOUCH. No winter chill, no 
summer roast; no annoying 
static electric shock. 





WCOD COORDINATES 
BETTER. Buy today, add pieces 
next month, next year—anytime. 
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EXECUTIVE SWIVEL ARMCHAIRS 





65 executive posture chair. Luxurious propor- 


tions. Deep foam rubber cush- $197 25 


ions. Designed for the top man. 





CHECK THIS 
GUIDE TO 
CHAIR STYLES 


SPRING-BACK CHAIRS 


57-S is typical of the Harter ‘‘Comfit’’ line that 


also includes saddle seat styles and $5275 


models with tubular steel bases. 


hana: Matin, 


C-1500 swivel armchair. More executives have 
found comfort in this than any other $8] 50 


office chair. Clean masculine lines. 


(Circle 726 for more 





fe W HARTER 





1800B executive swivel armchair. Answer to the 


need for low price with full meas- $6400 


ure of traditional Harter quality. 












RIGID-BACK 





POSTURE CHAIRS 


26 secretarial posture chair. Easy handwheel con- 


trols. Quality construction at only $2690 
All prices slightly higher South and West 


STEEL CHAIRS 





NEW informative booklet, ‘‘Pos- 
ture Seating Makes Sense,”’ 
tells what you want to know about 
modern executive seating for efh- 
ciency, comfort and good health. 


Harter Corporation 
606 Prairie St., Sturgis, Michigan 


Send illustrated literature and name of nearest 
Harter dealer: O ‘‘Posture Seating Makes Sense”’ 
—Executive Chairs, O Reception Room, Confer- 
ence Room Chairs, 0 Stenographic Chairs. 
Name 

Address 


City __ State 


information) 


The Research Institute of 





Leo M. Cherne 
Executive Director 


America, Inc. 


Mr. Steinhilber of 
Clark & Gibby Inc. 


EXECUTIVE DIRECTOR of the Re- 
search Institute of America, Leo 
Cherne, asked his office designer for 
quarters that would be “as com- 
fortable as a living room, and as 
efficient as a submarine.” The two 
photographs illustrated here reflect 
how well the designer followed 
these instructions. 

On the “comfort” side, elegance 
and warmth are provided by hand- 
some wood paneling, comfortable 
and colorful seating, and provision 
for Mr. Cherne’s valued art objects, 
including some of his own pieces of 
sculpture. A heavy black carpeting 
with flecks of mustard make a strik- 
ing contrast with other colors in 
the room. A sofa near his desk and 
a “conversation seating” next to a 
coffee table provide two comfort- 





ere they 


'RSsE Orrices OF 





able situations for informal talks 
held in the executive office. 
Efficiency-wise, much has _ been 
done with a comparatively small 
room, only 14’ x 20’ in size. Directly 
behind Mr. Cherne’s custom- 
designed desk, there are wall-to- 
wall bookcases and cabinets. ‘These 
have been provided with sliding 
doors for quick reference and for 
easy filing of pamphlets and _bro- 
chures. On the opposite wall, the 
designer has used a five-foot in- 
dentation to house a complete unit 
with Hi-Fi set-up, TV, refrigerated 
bar, and storage place for records 
and books. This unit, like all the 
wood in the room, is finished in 
warm grey walnut. Lighting units 
are built into the acoustical ceiling. 
Behind the desk, fiber glass cur- 





methods 





work 


SUCCESSFUL MEN 





tains assure natural lighting. The 


curtains also create a_ spacious, 
open feeling. 

It should be particularly noted 
that, in spite of the obvious 
elegance of this office, there is no 
ostentation. m/m 
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Adjustable seat height re- 
lieves under-knee pressure. 





Yg 








No. 840 Female 
Posture Chair 


Back tilts to relieve fatigue. 
Adjustable spring tension. 











Back height adjusts to 
provide proper support. 





Modern in design. Beautiful in 
appearance. Comfortable to sit on. 
Larger seat and back cushioned in moulded foam 
rubber. This ASE Posture Chair adjusts 
perfectly to the size, weight and conformation 


requirements of each individual. 





Back pad and back frame have 
separate angular adjustments. 


see this chair at your A.S.E. dealer or write 


ALL-STEEL EQUIPMENT INC. 


Aurora, Illinois 


(Circle 703 for more information) 
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Solves Casement Window Problems 


or venetian 


Exclusive Built-In 


Comfo rtlmer ... sets a new standard of 


Convenience and Economy 








For the first time, an advanced design room air conditioner that 
turns ON before you arrive, turns OFF after you leave. Just set the 
Comfortimer once for the entire season. Go to work each morning 
to a pre-cooled office or place of business. Leave at night without 
worry about turning the air conditioner off. You can’t forget it— 
it turns étse/f off. This new Philco cools only when you have need 
for cooling. No wasted electricity. Lower operating costs. 


Extra Skip-Day Switch for Week-Ends 


When you plan to be away for a day or week-end, 
the air conditioner can be set in advance to skip 
the desired time and start cooling just before you 
come back. New Philco Comfortimer models are 
available in % H.P. (85-M) and 1 H.P. (105-M). 








MULES 


‘ 


& 





Philco 2 H.P. Console 
Full capacity %4 H.P. air conditioner Extra capacity for cooling up to 1900 
is all inside the room. Nothing extends sq. ft. of room area. Perfect for 
outside the building. Fits casement stores, shops or large offices. May 
windows without cutting frames be installed with ducts to cool more 


284-M. than one room. Philco 1204-K. 


Other Philco Air Conditioners available from 2 H.P. to 7! H.P. 


(Circle 746 for more information) 


Individual 


Company Name 


Address 


New PHILCO Air Conditioner 


Turns ON and OFF Automatically 
at Any Pre-Set Time 





PHILCO AIR CONDITIONER, Dept. N-6 
C & Tioga Sts., Philadelphia 34, Pa. 


Please send me, without cost or obligation, more details 


on the Philco Air Conditioner with Built-In Comfortimer. 

















City = Zone 


County State 








Chart details 
requirements for 
furniture rests 





A specially designed chart sets the re- 
quirements of furniture rests for vari- 
ous types of floor coverings. Prepared 
by the Armstrong Cork Company, the 
chart is based on the specific require- 
ments of the weight of the furniture 
(per leg) and type of floor construction. 

The principle of the furniture rest 
is the distribution of the weight of the 
furniture over a wider area, allowing 
more of the floor to share in the sup- 


Furniture Rest Size Chart 
Size of Rest or Cup Required 





Weight (Per Linoleum 

Leg) of and Plastic Luinotile Asphalt Rubber Cork 
Fully Loaded Flooring 

Furniture 


Up to 
50 ibs. 1-3/16’ dia. 1-3/16 1-5/8 1-3/16 | 1-5/8 
Per Leg 


50-100 Ibs. 
Per Leg 1-5/8 1-3/16 2-17/32 1-3/16 2-7/64 


100-150 Ibs. ; : : 
ag he 15/8  1-3/16 1-3/4 1-3/16 2-17/32 


150-200 Ibs. a 
Per Leg 2-7/64 1-3/16 2 1-3/16 2-17/32 


200-250 Ibs. 
Per Leg 2-7/64 1-5/8 2 1-5/8 | 2-17/32 


250-300 Ibs. , 5 8 
Per Leg 2-17/32 1-5/8 2 1-5/8 2-17/32 








porting job. The heavier the weight 
per leg, the larger the diameter of the 
rest needed to prevent depressions. ‘The 
rest also provides a smooth, easy sliding 
surface to the furniture, so that the 
floor finish is not scratched or marred 
by furniture movement. 


Machines make 
wrapping material 
from used cartons 


Two new machines cut and crimp 
used and old shipping cartons into pli- 
able wrapping and packaging material. 
Eliminating the cost of new wrapping 
material, the machines are capable of 
providing the user with a saving up- 


wards of 25% 


of packaging costs. 

Used containers are first flattened 
out. They are cut to desired dimensions 
in the cutting machine, and_ then 
crimped in the crimping machine. 

Results of several installations show 
that heavy-duty corrugated board can 
be bent, folded, or rolled easily, and 
yet retain all of its original toughness. 


methods 





[t provides greater protection against 
breakage, and users have reported fewer 
damage claims and have less returned 
merchandise. 

The machines have also stepped up 
output in packing and shipping depart- 
ments because the packing material is 
constructed “to measure’ to meet in- 
dividual needs. 

For more information, circle number 
837 on the Reader Service Card. 


Magnets replace 
old-fashioned 
door stops 





To bring the “overhead” down on 
plant and office doors, the Carboloy 
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Department of General Electric Com- 
pany, Detroit, uses magnetic door stops. 
Substituting a magnetic door holder 
eliminates the old-fashioned wedge. 

Including a “rough” horseshoe mag- 
net and aluminum brackets, plus labor, 
the whole “home-made’’ installation 
costs about $20. The magnetic holder 
it is estimated, will double door life 
and smooth traffic flow. The magnet 
idea also can be applied to wooden 
doors by installing a metal plate on 
them as a contact. 
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STEEL AGE ‘1000’? Line Desks e 
This desk line has brought Steel Age quality into _ 
thousands of offices where economy is an important . 
consideration. It offers design and convenience . 
features you’d expect to find only in much more ° 
expensive office furniture. Ps 
o 

CORRY-JAMESTOWN MFG. 


4 on eile 
Desk Budget 





STEEL AGE ‘3000"° Line Desks 


Acknowledged as the finest steel desk line in 
America! Classically designed to lines that are 
both beautiful and practical, the 3000” Line 
has no equal in its unique combination of 
unexcelled craftsmanship and quality refine- 
ments that assure supreme comfort and effi- 
ciency. 


STEEL AGE “Correlation”? Line Desks 


Think of versatility ... and you 
think of Steel Age Correlation! 
Here is the exciting new concept 
in office planning thousands of 
business men are turning to. For 
Correlation offers new beauty, new 
convenience and, most Md all, amaz- 
ing new adaptability through ex- 
pandable, correlated construction, 


eeeee#e?eerfee#e###n#e#e#ee*eeeee?ee#@e#e#ees#se @ 


WHENEVER you buy a Steel Age Desk, please 

remember this: Whatever model you buy 
. .. whatever price you pay . . . you're investing 
in an uncompromising standard of ee in 
construction and performance. Dollar-for-dollar, 
no other steel desk in America can offer you 
more comfort, more convenience, more efh- 
ciency, more sheer value. 

But only by seeing these fine desks can you 
begin to experience the immeasurable pride of 
owning the finest desk in its class. Your Steel 
Age Dealer's is the place to go. Why not today? 





CORT... Corte 





PA. 


Branch Offices: Atlanta + Boston + Chicago + Dallas +* Detroit + New York + Oakland + Philadelphia + Seattle 


(Circle 712 for more information) 
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a WUMEERED— 


\ Avitographs 


“Easier, Faster and Safer to mount 
than any other Property Taq” 
soy MAINTENANCE SUPERVISORS 


“Easier and faster to mount because SIMPLY ACTIVATE 
of labor-saving solvent-activated ad- : 
hesive backing... effective on almost 
any surface, too. Safer because tools, 
tacks or screws aren’t needed... no 
danger of damage to internal mecha- 
nisms of precision equipment. Eco- 
nomical, too, because special skill isn’t 
required,” 





ADHESIVE BACKING 
WITH SOLVENT 


“SERIALLY NUMBERED AUTO- 

GRAPHS" are produced from lustrous 

O16” Satin Finish Aluminum, They’re ‘ 
more durable than foil or paper labels... ~“ 
much more impressive in appearance, too. 

You'll like the legible numbers, the color- 

fully lithographed copy and the clear 

baked lacquer overcoating. 


PRESS INTO PLACE 





WRITE TODAY for 
samples and FREE book- 
let, “HOW TO PER- 
aoe ~~ CON- 


METALAAALT nc 


TRO MASON CITY, IOWA, U.S.A. 


(Circle 735 for more information) 








IS A REQUISITE 






STANLEY DeLuxe .... ++ + $69.50* 
With Tray - «© «© © © © eo 0 0 0 co $78.90 


vYOU WILL FIND 


Cite oe 
SMOKERS 


These beautifui all-metal, chrome- 
trimmed stands are available, with or 
without trays, in several smart modern 
styles and colors. They won’t wobble or tip 
over. Write for name of nearest supplier 
and new illustrated brochure 6-MM. 


*f. 0. b. factory 


ARNOLT ie 


Warsaw, Indiana, U.S.A. 





ith Tray + + $94.90* 


(Circle 705 for more information) 








How to make 


the RIGHT decision 


Ge Naking good decisions in business 
involves seven fundamental steps, according to a 
group of corporate officers who explored the deci- 
sion-making process in a workshop conducted by 
the New York Adult Education Council. The fifteen- 
man group, experienced in making decisions at the 
highest levels of business organization, outlined the 
following approach to be used in making better 


individual decisions: 


top executives need CONFIDENCE 


1. Determine the problem or the op- 
portunity. 

2. Evaluate the situation in terms of 
its scope, your individual responsi- 
bility, other people involved, and com- 
pany policy. 

3. Analyze the situation in terms of 
available facts, information sources, 
precedent, your empirical knowledge, 
competitive factors, possible alterna- 
tives, and creativity. 

4. Consider the emotional climate and 
physical environment involved, and 
the problems present of status, skill, 
competency, coordination, and com- 
munication. 

5. Decide carefully what _ ultimate 
purpose will be served by the decision. 
6. Do not fear responsibility for what 
you decide. 

7. Never default; make the decision. 


To help executives on the way up to make good 
decisions, they suggested the following approach: 


jr. executives need DISCRETION 


1. Create a _ receptive atmosphere 
within the over-all organizational 
structure. 

2. Make the company’s policies and 
broad objectives known. 

3. Delegate responsibility and equiva- 
lent authority unrestrictedly. 

4. Maintain constant contact at all 
work levels through an efficient com- 
munications system. 

5. Exercise leadership as a function, 
not as a psychological trait. 

6. Manage from the viewpoint that 
praise or blame is a group, not an 
individual matter. 

7. Assign individual status according 
to the degree to which an individual 
contributes to the over-all purpose of 
the group. m/m 














Photo taken at Jackson & Perkins Co., Newark, N. Y. 


The Denominator goes to work 
for JACKSON & PERKINS! 


Each unit of the 500-unit Denominator 
shown above represents a particular type of 
rosebush. As each order is received, it is 
tabulated on its respective unit. Order tabu- 
lation is greatly simplified—no pencil or tally sheet necessary! 
The total shown on each unit indicates the number of plants 
sold—and when deducted from stock on hand—provides run- 
ning inventory control! 


The Denominator can be made up in as few or as many 
units as you may require. Consult us for your particular 
needs, without obligation, write Dept. MM-53. 


mn Denominator Compan y, 


261 BROADWAY, NEW YORK 7,N. Y 


Manufacturers of Tabulating Machines for 40 years 





(Circle 715 for more information) 
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If you want 


more information 


on any product or service described in 
MANAGEMENT METHODS, 
the key number on the postage paid 


just circle 


Reader Service Card bound into this issue 
and fill in your name, address, etc. If an 
item has no key number, merely state the 
subject matter in the space provided on 
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pencil sharpener cutters 
need changing, too. 
Apsco now offers a revolutionary 
new development in pencil sharpener 
maintenance ...The “complete” cutter head assembly. 
Now, in one convenient, clean operation, office per- 
sonnel can revitalize their pencil sharpeners in seconds. 
Order an adequate supply from your stationer today. 
Specify, too, 
Apsco Pencil Sharpeners, 


Staplers, and Punches. 
It costs less to buy the best. 





Apsco products inc. 


P.O. Box 840 Beverly Hills, Calif. 
Factories: Rockford, Ill. * Toronto, Canada 


(Circle 704 for more information) 








DOES YOUR OFFICE PERSONNEL 
KNOW -- HOW 






This INSTRUCTIONAL 
MANUAL is designed 
to present the funda- 
mentals of filing for 
class or self-instruction. 


Get This Manual Free! 


Special accent has been put on application 
to typical everyday office filing problems. Rules 
are reduced to utmost simplicity. wriTe DEPT. R 


Ask About Smead's Instructional Unit 
This is a full size file drawer contain- 
ing a 25 division Tell-I-Vision Filing 
System— 100 File Folders—approx- 
imately 150 pieces ofactual corre- 
spondence. 

Used in conjunction with the Manual 
referred to above new employees can 
teach themselves the basic fundamen- 
tals of filing in your office. 


SMEAD MANUFACTURING CO. INC. 
HASTINGS, MINNESOTA 


(Cirele 754 for more information) 
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IMPORTANT NEW DEVELOPMENT 
BRIDGES THE GAP BETWEEN 


< 


Duplicating 2 Copying 


—> 


mee Let's suppose a complimentary 
letter arrived on your desk today from an important 
customer. You'd like to make about 75 copies to 
distribute to your salesmen to carry as testimonials. 
You want them right away—since they are valuable 
as sales ammunition. 

You have several choices as to how you will get 
your copies, depending upon the reproduction equip- 
ment used by your firm. If you have a copying 
machine (Diazo, Whiteprinting, Photocopying, Xero- 
graphic, etc.), they can be run off. Since this equip- 
ment copies exactly what it sees, it will also repro- 
duce your customer’s letterhead and signature. If 
you haven’t a copying machine but do have a spirit 
duplicator, you can have a copy typed and run off 
in the necessary quantity. These duplicates will not 
carry the letterhead and signature, however. 

If your firm has an offset press, you can create an 
offset master and run off the number of copies you 
need. In this case, of course, you will also get the 
letterhead and signature. Similar results can be ob- 
tained with scanning devices to produce a master. 








The new intermediate bridge 


The new process is an extension of Xerography 
and spirit duplicating. It permits you to create a 
spirit duplicating master that is an exact copy of 
the original. This master can then be run off on 
any spirit duplicating machine. It will reproduce 
both letterhead and signature, formerly an impos- 
sibility on a duplicating machine. Capacity for such 
a master is 50 to 100 copies. 


What should management buy? 


It is becoming increasingly difficult for a business- 
man to select the “right” equipment for his firm. 
Copying machines will do jobs that are impossible 
on duplicators. Duplicators have an economy fac- 
tor that few copying machines will approximate 
when quantity is a factor. Yet, the new intermediate 
step, in all probability, will only further complicate 
the businessman’s choice. 

Perhaps the best rule-of-thumb that can be ap- 
plied is to avoid a search for an “all-purpose” 
system. Nothing short of a full investigation of all 
necessary and potential applications within a firm 
will provide an answer. Even then, many companies 
will discover that they can justify multiple installa- 
tions of various copying and duplicating methods. 

For more information and free literature on the 
new copying process, circle number 844 on the 
Reader Service Card. 











© it’s time to change 
to Del-e-tane! 





When last-minute changes come up, you’ll be glad 
your office typewriters are equipped with Del-e-tape 
ribbons. Because when using Del-e-tape ribbons, 
whole words and sentences can be quickly 

taken out with Del-e-tape deleter. 


Just touch the liquid to the paper and—presto!— 
typing completely vanishes. No smudging, no 
scrubbing with erasers, no crumbs to dirty 
machines. Re-type on the same space without a trace 
of a change. You get a better job in less time. 


Del-e-tape types clean and sharp—is permanent 
in type. Fits all standard and electric 
typewriters. 30-day money-back guarantee. 

Be convinced—order today! 


If your dealer le 
cannot supply 
you, use coupon 
order form. 





Pesesess= “MAIL THIS COUPON FOR TRIAL ORDER= — = == a= on on om om wy 
1 AETNA PRODUCTS COMPANY, INC. PRICE LIST u 
1 P.O. Box 438, Hicksville, N. Y. Stenderd Teeswtears |! 
1 Please enter our trial order for DEL-E-TAPE See $ 1.50 ! 
1 RIBBON and DELETER. 1 Dozen . 13.50 ! 
1 Quantity Make of Typewriter Color IBM Elec'romatic ! 
MR PEC ee De Machines , 
Berens s - ichesiuentee céceneal Each ..... $1.75 | 
. ge ey DEL-E-TAPE Deleters. 1 Dozen ..... 16.50 ; 
I Del-e-tape DELETER 

S PO. cn ucee.s thas ccaandaneeeaesseaaae jeeeee $.50 Each $5.00 doz. ; 
PWR HONG 2 ia onncaneaacusuek Wabsestbcen baees eae E-3 4 
p ABBE a ccs bos cos cen cone ce ee ! 
ee sth Hem abe ew a si Ns ibn isn lg ecie 

(Circle 702 for more information) 


The only publication 
of its kind 


a handbook 
for management 
on office remodeling, 


relocating, building 


the integrated office 


If you have been thinking about remodeling, moving, enlarging your offices, 
here’s a practical, down-to-earth guide that will save you hours of trial and error 
planning. The 1954 issue is crammed full of solutions to management’s most 
pressing problems: 


How to select new quarters 

How much does it cost to move 

How to modernize on a long-term plan 

How much does it cost to redecorate 

How to handle sale and lease-back of property 
How to expand an existing building 


Each of these questions—and this is only a partial table of contents—is written by 
a recognized expert in terms of his experience with well-known firms. Dozens of 
photographs and plans guide your selection to the proper solution to your needs. To 
order, use the postage-paid order card bound into this issue. We'll bill you later. 


only $2.00 


A FEW COPIES OF THE 1953 ISSUE STILL AVAILABLE 


The 1953 edition of THE INTEGRATED OFFICE covered +s 
7 the 


' integrated 


@ detailed breakdown of the factors involved in office layout ) office 


completely different subject matter. Its general theme was 


and planning. Together, the two issues provide a complete 
‘package” for the business concerned with office layout, 
building, furnishing, and renovation. While they last, 1953 
copies are available at $2.00. Use the special order card 


bound in this issue of MANAGEMENT METHODS. 











Should overtime 


exempt personnel 
receive extra 
compensation? 


Hiiiiiiiiiiiiniiinitt Most companies com- 
pensate their overtime-exempt em- 
ployees for hours worked beyond the 
normal time. Although their systems for 
payment vary, the majority of 31 com- 
panies questioned by the Associated 
Industries of Cleveland reported that 
they do recompense overtime-exempt 
supervisory, technical, and office per- 
sonnel. Only seven companies said they 
did not pay any overtime to exempt 
workers. The remaining 24 firms use a 
variation of five basic payment systems. 


1. Sliding scale. Five companies pay 
time and a half for hours which ex- 
ceed the maximum set by the company, 
according to the employee’s base salary. 
Nine gradations were reported, ranging 
from 42 to 58 hours per week, with 
salary from $357 to $557 per month. 
The scale might read as follows: time 
and a half for work after 50 hours for 
those salaries up to $457 per month. 


2. Percentage. Four companies pay an 
exempt foreman 10% of salary for over- 
time if he works 48 hours per week. If 
he works 56 hours, he will get 20% of 
his salary as overtime payment. 


3. Time and a half. Eight companies 
pay time and a half for every hour 
worked past the 40-hour work week. 
This is paid on the base salary to all, 
including exempt employees. 


4. Straight time. Six companies pay 
the regular hourly wage to all employees 
(including those in the exempt group) 
for time worked past the 40-hour week. 


5. Pre-set compensation. The one re- 
maining company pays a pre arranged 
amount to foremen working overtime. 
For example, if a foreman works eight 
hours overtime, he receives $23. He 
receives more on a descending basis for 
time past the eight-hour mark. 


Fach of the companies makes vary- 
ing stipulations in connection with 
Sunday work, maximum earnings per 
worker, office worker payment, etc. m/m 
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...if’s the chair 
with the 


Fiber Glass Base 


Sturgis steel chairs have 
joined the anti-noise crusade 
in offices . . . with fiber glass 
bases that are quite noiseless 
in motion over the roughest 
floors. Makes a Sturgis chair a 
\" sound investment, especially 

when you remember that a fiber 

glass base just can’t be harmed by 
office abuse, never looks shabby, 
never needs refinishing. Gray, green, 
walnut or black, on 11 executive and 
stenographic models. 


— _ Engineered for Long Life 


and Minimum Maintenance 


Nylon Thrust Bearing: takes a lifetime 
of swiveling. 

Ball Burnished Spindle Bearing: perfect fit 

for long life. 











Self-lubricating Caster: oversize ball bear- 
ings, extra wide rubber wheels. 
STURLON® Finish On Metal Parts: 70 to 20 

times as abrasion-resistant as other 
finishes. 





POSTURE CHAIRS 
Manufactured in Sturgis, Mich. and Charleston, S.C 
The Sturgis Posture Chair Company, Sturgis, Michigan 


THE STURGIS POSTURE CHAIR COMPANY 
General Sales Offices, 154 E. Erie St., Chicago 11, Illinois 


We'd likea copy of your illustrated fol- 
der on chairs with fiber glass bases. (5) 


Name 





Firm Name 





Address. sae 





City State — 





(Circle 756 for more information) 
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How centralization and electronic systems 


result in 
One-day 


1. KEY PUNCHING 





2. ACCOUNTING 





processing 


3. BACKLOG FILING 
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EN Cp icic 
tion of all order-handling and invoic- 
ing has resulted in one-day order proc- 
essing. The Delta Power Tool Division 
of Rockwell Manufacturing Company 
eliminated the order-billing bottleneck 
that plagued their sales department. In 
addition, management is supplied with 
proven daily reports on both orders 
and shipments. 

They gathered all order and invoice 
writing from Delta power tool orders 
from field offices, and centralized them 
at national headquarters. ‘The company 
was able to replace repetitious, manual, 
paper work processing with electronic 
machinery keyed to a simplified, com- 
mon-sense, work flow plan. 

Using a programmed tape prepared 
from pre-punched cards for teletype 
transmission, teletype orders are pro- 
duced in finished form without com- 
plete manual typing at any order-han- 
dling stage. Because the tape is pre- 
programmed, the order information is 
transmitted in such a way that it auto- 
matically appears, properly spaced, on 
regular order forms—six at a time. 


centraliza- 


Nine operations reduced to three 


By careful scheduling of work flow 
to avoid duplication and waste motion, 
and by performing repetitive opera- 
tions electronically, Rockwell has re- 
duced manual processing on orders and 
invoices from nine separate operations 
to three. Of these, only the bill of lad- 
ing must be prepared on a typewriter. 
The other operations are simple punch- 
ing and mark-sensing (noting quantity 
with conductive pencil) punched cards. 

A significant reversal of procedure is 
advance preparation of the punch card 
used in processing source documents 
and preparing statistical reports. Waste- 
ful duplication is avoided by providing 
order and invoice information from a 
single source, as well. as statistics of 
orders entered and shipments billed. 

Customers now send their orders di- 
rectly to the central office, rather than 
to district offices. ‘There, they are regis- 
tered and edited by order editors. In 





INSTALVELOPE 


ENDS BUDGET ACCOUNT 
HEADACHES FOR YOU— 
AND YOUR CUSTOMERS! 


Speeds Budget Collections: 


Payment Coupons with envelope attached 
are bound in Customer's Payment Record 
Book and provide immediate and positive 
identification of account and excellent posting 
medium. 


Experience has proved use: 


1. Increases payment on due date by average 
of 3 days per payment. 

2. All information available for crediting 
account, 

3. Eliminates correspondence and errors 


4. Customers like courtesy, efficiency and 
convenience. 


Advertises Your Products: 


Provides powerful and economical means of 
advertising your other products and services 
to a known and complete “captive” audience 
at pre-determined intervals throughout the 
year. 

Thousands of Instalvelopes in use from coast 
to coast! 


Write or wire us for sample Book and 
complete information: 








Please send me without obligation, sample 
book and complete information. 


CORR ONED ih vdune<snceeecncuirdes ese 
ADDRESS. covcccsvvcnenacvbeeenpscvedebasces 


GUY & BVAVE 6c vce sGuvaevereces cove we 
(Circle 765 for more information) 
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New 
BA RC OA System 


Operates Parking Lots 
Automatically 


WITHOUT ATTENDANTS 


STOP 


PARKING 
HEADACHES 





Here’s the practical solution to today’s parking problems, as already 
proved in actual service at hospitals, schools and other institutions, 
municipalities, industrial plants— wherever private parking facilities 
must be maintained. 

The amazing new Parcoa system does the job safely, economi- 
cally and dependably—without attendants. A simple electrical 
mechanism controls entrance and exit gates, actuated by card-keys* 
issued only to authorized holders. 

PARCOA equipment is low in first cost. Easy to install. Requires 
minimum maintenance. No attendants needed. No help problem. 
Pays for itself through savings. Coded card-keys can be changed as 
desired. 

Write today for illustrated brochure 
and name of nearest distributor. Tech- 
nicolor sound film available for private 
showing to your group. 


PARKING CORPORATION OF AMERICA 


Division of Johnson Fare Box Company 
Revenue Collection Specialists Since 1909 
4619 North Ravenswood Avenue, Chicago 40, Illinois 


Sales and Service Offices in Principal Cities listed under BOWSER, Inc. 


bb dei meiilelin- Mel macleticel mene e 
card or any combination) makes 


this system readily adaptable 
to your requirements. 





(Circle 745 for more information) 




















Binders for Management METHODS 


, Single binder price 
ts $3.95, postpaid. Or, 
if you have back is- 
sues on hand, save a 
dollar by ordering 
two for only $6.95, 
postpaid. 


Here’s a specially designed bind- 
er that: will hold 12 issues of 
Management METHODS with- 
out crowding. Looseleaf, pages 
open flat, with no part of the gut- 
ter of a page hidden from view. Check or money 
The maroon, leather-like hard cover “ae — y 
allows volumes to be stored “on Spartan 
end” in your bookcase. STATIONERS, INC. 


141 East 44th St., New York 17, N. Y. 
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the order-writing area, pre-punched 
cards containing customer name, ad- 
dress, and shipping-charge information 
are pulled from a tub file. These are 
another set of pre- 


punched pt oduct description cards and 


matched with 


miscellaneous data cards key-punched 
with all the information pertinent to 
the specific order. 

Quantity of units is mark-sensed on 
the product card by pencil at the same 
time the latter is verified to the custom- 
er’s order. As a means of ready identi- 
fication and accurate pricing, all cards 
are color-coded or similarly marked. 
The advance gang-punching of cards 
has been found to be a major means of 
eliminating repetitious typing of con- 
stant information, 

Cards containing all order informa- 
tion are next fed into a card-to-tape ma- 
chine which prepares a_five-channel 
punched programming tape. Pre-pro- 
gramming the tape puts information 
on the order form in the proper loca- 
tion to produce six separate forms, an 
efficient ‘“‘double-use’” of the teletype 
transmission equipment. 


Receiving apparatus at warehouses 


The tape controls the teletype trans- 
mitter, which operates continuously 
from one order to the next. Sending ap- 
paratus produces three copies for cus- 
tomer acknowledgement, while hun- 
dreds of miles away, the receiving ap- 
paratus in a company warehouse simul- 
taneously produces three copies for 
shipping paper. Component parts de- 
scription numbers are printed on the 
shipping copy from information in the 
tub file in the central office, instead of 
typing them in at the warehouse. Be- 
cause shipping papers contain this in- 
formation, they are not added to the 
bill of lading. 


When the shipping order is received 
by mail from the warehouse, the nu- 
merical file is relieved of all papers for 
complete shipments, and the numerical 
copy of the order goes to the order edi- 
tors along with a copy of the warehouse 
transmittal. The shipping papers then 
go to the backlog tub file, where the 
original pre-punched card is held pend- 
ing return of the shipping papers. 

Where only partial shipment has 


been completed, product cards are 





PRINT hundreds of FAST, 
cLEAN PERFECT COPIES 





© IN MINUTES 
e IN 1 to 5 COLORS 


Now, you can make 120 or more copies per 
minute of anything up to 9 x 14 inches in 
size — typed, written, drawn, traced or 
ruled — in 1 to 5 colors. All in one easy, 
inexpensive operation. The Heyer Conquerors, 
Manual and Electrically Operated, are the 
duplicators with ALL the features ... priced 
much lower than comparable machines. 
Model 70-Hand Operated—$195 (plus tax) 
Model 76-Automatic Electric—$325 (plus tax) 
Write today for FREE descriptive literature 
and name of your nearest dealer—to: 


THE HEYER CORPORATION 
1832 §$. Kostner Ave., Chicago 23, Il. 
_ (Circle 728 for more information) 


You Get Things Done With 
Boardmaster Visual Control 





vy Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

wy Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

Yy Ideal for Production, Traffic, inventory, 
Scheduling, Sales, Etc. 

vy Made of Metal. Compact and Attractive. 
Over 50,000 in Use 


Complete price $4Q50 including cards 
24-Page BOOKLET NO. M-300 
FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street © New York 36, N. Y. 


(Circle 724 for more information) 
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Peete 









OPNWINDO 
Steel Guides 





Ideal for expanding out- 
grown filing systems. This 
movable clamp-on guide has 
1001 other office uses to 
save time and _ improve 
your filing. 


Available in 1 or 2 inch 
widths. Packed 25 to box with 
labels in strips for easy typing. 
Also alphabetic labels to 200 


subdivisions. _— 
5 taf 


Sere 








See Your Office 
Supply Dealer 
or Write 


CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


For More Than 50 Years a Complete Line 


of Time-Saving Signals and Indexes 






iN 





qeircie /55 for more information) 


HAVE YOU HEARD ABOUT . . . HAVE YOU SEEN 


CONVOY “Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE 














record storage 


FILES 


Chem Board storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files, They're shipped 
assembled, ready for 
use. 


*CHEM-BOARD is the 
product of Convoy’s 
chemical impregnating 
process that makes 
corrugated board 
flint hard, rock strong. 


CONVOY 


also makes a 
complete line 
of Tote Boxes, 
used by fam- 
ous names in 
all types of 
industry. 
WRITE FOR COMPLETE INFORMATION 


CONVOY, INC. 


P.O. Station B, Box 216-M 
Canton 6, Ohio 
(Circle 711 for more information) 
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separated by items shipped and items 
not shipped. Shipped items are proc- 
essed for invoicing; unshipped items 
are put through the system again, and 
a new tape is prepared to have the 
order placed again, possibly in another 
warehouse, for the next shipment. 

Shipped items are processed for in- 
voicing by putting the original pre- 
punched cards through an accounting 
machine, extending for totals, number- 
ing, dating, and preparing a seven-part 
invoice automatically. These cards are 
also used to prepare statistical reports 
of shipments billed. 

A double-check on billings is pro- 
vided: Invoice tabulations arrived at 
on the printing machine must match 





Efficiencies and economies of 
centralized electronic processing 


1 


Improve accuracy by minimizing chances 
for human error and thus provide better 
service to customers. 


2 


Speed and simplify collections and issuance 
of credits and debits. 


3 


Control and balance inventories and pro- 
duction scheduling. 


4 


Level substantially the mountain of corre- 
spondence between sales offices, head- 
quarters, and plants, thus reducing operat- 
ing costs. 

5 


Spread the peak load of accounting and 
paper work processing. 











totals indicated by the calculating ma- 
chine. These totals are then compared 
with the corresponding totals on the 
accounts receivable form. 

Basic operational advantages of the 
system have already been demonstrated 
through accuracy on price information, 
catalog numbers, product descriptions 
and invoicing of items in accordance 
with the customer’s order. Product 
analysis billing for sales credit require- 
ments has been reduced, as have time 
requirements to allocate billings prop- 
erly. Advantages of the “paper work 
production line’ are so apparent to 
Rockwell that a similar plan is, at this 
time, being considered for its Meter 
and Valve Division. m/m 


We say: Put the Underwood Sund- 
strand Adding Machine through 
its paces in your own office for 5- 
days FREE. Give it the most 
rugged workout you can for speed, 
ease of operation and depend- 
ability! Test it thoroughly ... and 
we're betting that, like others who 





have used adding machines for 
years, you'll prefer the Underwood 
Sundstrand. Write today on 
your business letterhead to Under- 
wood Corporation, Dept. D-11, 
One Park Ave., New York 16,N.Y. 
fora FREE trial of an Underwood. 


Sundstrand. Do it right now! 


UNDERWOOD otis CORPORATION 


One Park Avenue, New York 16, N. Y. 
(Circle 762 for more information) 





SPINE Finer 


A New Filing Concept Giving You A 
Unique Combination of Advantages: 


The proven space-saving, speed and economy of open-shelf filing. 
Record protection from dust, dirt and fire equal to that of drawer files. 
Pull-out work shelves for file maintenance and notations. 


Photo at upper left shows Space Finder No. 1200 with doors closed. Center left phot 
shows girl using door as posting shelf. Space Finder at right has all doors ope 
active filing use. (Available with or without doors 


For full details about Space Finder File 
and our other new equipment for the of- 
fice, write for Catalog No. 6 as well as the 
name of your local representative. 





PUNCHED CARD USERS: 


4 Writ 





PA" ZA FES PRODUCTS C0.-57 Post St., San Francisco 4 


(Circle 757 for more information) 
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*No Carbon Required 


vyMi 


ELIGHT 


ED: 


MY BOSS BOUGHT NCR* PAPER 








Now our marginal punched tabulating forms work 
smoothly without the irksome job of decollating and dis- 
posing of carbon. These Egry NCR forms are clean. 
There’s no carbon to wrestle with and that saves me 
clean-up trips to the washroom. 


Egry business forms printed on NCR (No Carbon Re- 
quired) paper are available for all types of systems. You'll 
be delighted too, with clear, sharp copies, ease of han- 
dling and time saved. Try the advantages of less bulk in 
your business forms. 








S(EjLAlY/’ 





? 


THE EGRY REGISTER COMPANY * DAYTON 2, OHIO 








Send for a free strip of tabulating 
stock forms on NCR paper and 
sample kit. Mail this coupon now. 


Sollnentioutiemertionedionenttonetionsttametanstitmdtotandte | 








THE EGRY 


REGISTER COMPANY — Dayton 2, Ohio 


Please send me free sample kit of Egry NCR paper. 


NAME 
COMPANY 
ADDRESS 


CITY 


2 ZONE STATE 


| 
| 
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New low-cost, speedier 
photo-offset plate making method 


A new, fast, and inexpensive method 
makes offset printing plates photo 
graphically trom any original. ‘The man- 
ufacturers claim plates can be ready for 
the press in one-third the time, at one- 
half the plate cost, and one-tenth the equip- 
ment cost of the fastest existing method. 

A unique feature of the system is that 
the original from which the paper offset 
plate is to be made can be printed on 
both sides or can be of heavy card stock. 
This is possible because light does not 
pass through the original during the plate 
making process. 

Four prominent manufacturers have 
joined together to produce the system. A 
transfer process is the heart of the new 
system, along with a new offset plate. 

The original copy is placed in contact 
with a matrix sheet for an exposure ot 
a few seconds. After immersing the matrix 
sheet in an activator solution for about 


30 seconds, it is placed on the plate, and 


the two are squeezed together. When the 





matrix sheet is peeled off the plate, a 
blackened copy of the original will re- 
main on the plate. After sponging the 
surface of the plate with an etch solution, 
the plate is ready for the press. Plates 
made in this manner are capable of pro- 
ducing upwards of 5,000 copies, with no 
loss of quality. 

For more information, circle numbe) 
840 on the Reader Service Card. 


este > 


Sprayed-on acrylic coating 
preserves mimeograph stencils 


An acrylic coating sprayed onto mim- 





eograph stencils results in sharper and 
clearer reproduction of type. The coating 
also preserves stencils for future repeated 
use. Stencils can be stored for as many 
as 18 months and, the manufacturer claims, 
will reproduce as sharp as when they were 
first run. ‘The actual spraying operation 
takes about 30 seconds, and dries in a mat- 
ter of minutes. 

For more information, write to Krylon, 
Inc., 2038 Washington Avenue, Philadel- 
phia, Pa.; or circle number 841 on the 
Reader Service Card 


aSte> 


Start-stop tape transport 
used for computer memory storage 


A high-speed, start-stop tape transport is 
suitable for use as an auxiliary memory 
storage device in computers or data re- 
duction systems. The new magnetic re- 
corder-reproducer can be mounted on a 
19” relay rack. The unit has a tape speed 
of 75 inches per second in either direc- 
tion, and will accommodate tapes varying 
in widths from one-quarter inch to a max- 
imum of two inches. 

To insure fast starting and stopping, 
the unit is designed so that there would 
be a minimum of effort in overcoming the 
inertia of the moving parts. To help ac- 
complish this, the tape is stored in a 
basket. During the operation it is dropped 
into another, which makes it necessary to 
accelerate only the mass of suspended 
tape. In acceleration, all rotating parts 
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RITE-LINE COPYHOLDER 





Promotes Accuracy = Increases Production 
PRICE INCLUDING 
NEW TELESCOPIC 

EYEGUIDE 


TELESCOPIC EYEGUIDE 
Accommodates all widths of copy from a machine 


fape to 20 inches. 








1" 











7 


EYEGUIDE CONTRACTED 





20" 
~ Phe i a“ 
EYEGUIDE EXTENDED 














FREE TRIAL OFFER Write, asking us to send youve 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten days. 

4209 39th Street, N.W 


RITE-LINE CORP. Washington 16) D.C. 


(Circle 750 for more information) 





No w 
you can 


war os File with 
Ca rf Y PENDAFLEX® 
HANGING FOLDERS 


EXECUTIVES: Your stylish ‘traveling 
office’, for reports, letters, minutes. 
SALESMEN: Carry price books, photos, 
testimonials, samples, other sales data. 
HOME “MANAGERS”: Perfect for household 
papers—bills, budget, taxes, insurance. 
Made of lightweight steel, tan finish. 
Brass lock, leather handle, piano-hinge. 
Holds 25 Pendaflex celluloid-tab hang- 
ing folders, which can’t slump or sag. 
Clip for free catalog, name of dealer. 
Oxford Filing Supply Co., Inc. 
25 Clinton Road Garden City, N.Y. 
(Circle 743 for more information) 
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ire kept running at full speed at all times. 
\ tape storing reel is provided when the 
tape is not in use. Basket storing is not 
recommended. 

For more information, write to Brush 
3405 Perkins Ave- 
iue, Cleveland, O.; or circle number 843 


Electronics Company, 


on the Reader Service Card. 


Ste 


New dry process machine 
makes eight copies at one time 

\ new model xerographic processing 
machine makes eight permanent copies 
from a single exposure. Multiple copies, 





translucent copies, and offset paper mas 


ters can be made with the same equipment. 

\n opaque, translucent, or two-sided 
original copy can be used. The copies 
can be made on any type of paper or 
card stock. 


lor more information, write to The 
Haloid Company, 556 Haloid Street, 
Rochester, N. Y.; or circle number 836 


on the Reader Service Card. 
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Electric calculator for 
payroll and invoicing 


\ new electric calculator is particularly 
adaptable to payroll and invoicing work. 
It features an extra “memory” register for 








| 
| 
i} 


USEFUL and MORE 
il » « e PROFITABLE! 





SES, 






Speedex is a visible tab cut index des- 
ignation applied to the form itself. 
Ideal for General Ledgers, Installment 
Loan Ledgers, etc. Speedex lends itself 
to all types of indexing—numerical, 
alphabetical, terminal digit, commodity, 
code, subject or classification. 





X-RAY SORT 





The X-Ray Sort Feature is provided on 
forms which are to be grouped into 
various classifications, or individually 
sorted alphabetically or numerically. 
The form can be marginally punched 
on any or all sides, with printed desig- 
nations for each hole. Proper holes are 
punched open to permit needle sorting. 


WAX CARBON SPOT 


Wax Carbon Spots of every size and 
shape can be used... and hard or soft 
carbon in heavy or light coatings are 
available to assure a legible impression 
on all of the multiple copies. These hot 
wax carbon spots may be placed any- 
where on the sheet so only the informa- 
tion desired will pick up on the various 
copies. The messy, timetaking, inser- 
tion and removal of carbon sheets is 
entirely eliminated. 


LOAN-A-MATIC 








For maximum efficiency in your loan department. Simultaneous 
scheduling of ledger and coupons reduce 7 operations to 1. Loan-A- 
Matic speeds customer service, reduces operating costs and eliminates 
transcription errors. Provides custom-made coupon books, faster sort- 
ing of coupons and identical records for you and your customers. 


WL ebwte 
ioe) -4 10) 'F-Bsle), | 


Descriptive literature available. 





IN MOST 
PRINCIPAL CITIES 


(Circle 733 for more information) 


CEDAR RAPIDS, IOWA 








REPRESENTATIVES | 
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Computing 
Street, New York, N. Y.; 
8418 on the Reader Service Card 


automatic grand and net totals, automat Adding machine features 


accumulation, subtraction, and “full cent.” new “memory” device 

The calculator is claimed to increase pro A new, 10-key adding machine with a 

duction and cut the error contingency “memory” feature simplifies multiplica 

factor substantially. tion with a Recall Key. This is valuable 
For more information, write to Plus in correcting errors caused by any im 


Machines, Inc., 5 Beekman proper indexing. 


With the Recall Key, any credit or « 


entered in error can be recalled and e 


or circle numbeo 


nated. The erroneous figure can als 


computer also. features automatic 





HERE’S HOW SCRIPTOMATIC HELPS A MAIL ORDER COMPANY 





Scriptomatic Can Help You, Too 
-..to get flexibility and low cost in your address masters. 


A mail order house with 810,000 active 
customers and $7 million annual volume 
installed the Scriptomatic system to gain 
substantial benefits not obtainable by 
any other means. 

In one brief writing operation, using 
Standard Register continuous forms on 
electric typewriters, they create both a 


sive by-product of the typing operation 
they simply discard it when a new order 
comes in from the customer. These card 
masters minimize checking problems 
and improve accounting and catalog 
mailing procedures. They are housed 
in one fifth the space required by former 
address masters. Most important, in 15 
Scriptomatic addressing machine master minutes after mail is opened a proc- 
and a separate set or sets of shipping essed order can be in the hands of 
papers. Since the master is an inexpen- the ''pickers.” 


cop 
order—entry form 


Scriptomatic Address Master 
“s notched for purging inactive accounts 


7 
K 3,240,000 catalogs mailed annually 







RSHAW 
SoN MONTGOMERY Se AY Conti inal 
RICHATINCOLN HIGHLANDS PA ontinuous marginally punched 
2609 TER : . 
PLYMOUTH CEN - f = 
LYM ADELPHIA PENNA salt orms permit accurate regis 


tration and high speed typing 
(2000 per day). 


-—-—\— —— —-—— Complete description of 
items purchased 


-—-—-——-—-— 7 part set includes 
shipping papers 


Write for actual case studies and descriptive material. Discover now, 
at no obligation, if Scriptomatic can 


improve your specific procedures. 


SCRIPTOMATIC INC. 
310 North Ith Street, Philadelphia 7, Pa. 





(Circle 752 for more information) 
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SS reversed by pressing this key simultane 
i < <a ously with the proper motor bar. The 


step 





over multiplication with a positive back 
spacer. Short-cut multiplication can be 
easily achieved by combining this with the 
Recall Key. 
ratios, payroll taxes, etc. 


It is useful in computing pro 


Indexing is simplified with double and 
triple cipher keys which make it possible 
to print six figures with three key depres 
sions instead of six. The machine has a 
light touch, for fast, easy operation and is 
smooth and quiet. 

For more information, write to the R. C. 
Allen Business Machines, Inc., Grand 
Rapids, Michigan; or circle number 842 
on the Reader Service Card. 


StS 


Cold type composing offers 
inexpensive display composition 

Using cold type for display composition 
saves time and money by eliminating 
paste-up and mechanical devices. A _ re- 
cently redesigned version of cold type pro 
vides automatic type spacing dimensions 
and eliminates edge lines, fogging, re 
touching, and opaquing. 

Each character is bonded to an indi 
vidual piece of translucent vinyl acetate 
and is self-adhering. The letters cannot 
nick or scratch and can be used over and 
over again. Sizes and styles vary. 

Also available is an entire composing 
kit, including copying board, triangles, T 
square, composing beds, and trays. 

For more information, write to the 
Davidson Corporation, 29 Ryerson Street, 
Brooklyn, N. Y.; 


the Reader Service Card. 
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New steel transfer files 
offer space economy 


or circle number 835 on 


A new, low-cost line of steel transfer 
files offers maximum savings in storage 


room space. Simple in design, the files 





Kehl faces 








The Curse of a 
LOW_PRIC PRIGE 4 + -+// A 


by 


pA a product's 
value by its price. 
That’s why they’re 
shocked by 


SOUNDEX 
WALLS 
Soundex Walls 
cost less... but 
do more: 
They soak up 
office noise 
like blotters 
soak up ink! 


™~ 





*Write for your 

free catalog. 

judge by value 
as well as 
low price. 


f walt vA 
MOU [M0C. 
142 Federal Square Bldg. 
Grand Rapids, Michigan 
(Circle 761 for more information) 
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VERT-A-SORT 








. the Easy-Action vertical paper sorter 
that answers the need for sorting efficiency in 
any business having large or small sorting 
problems. Every Vert-A-Sort Installation made 
has resulted in increased production, no matter 
what sorting methods were used before! 


. +. Made in a variety 
of sizes, all of which 
can be indexed to suit 
your needs. 
Built for years of 
efficient use! 


VERT-A-SORT 


for Complete Details 






PIN THIS AD TO YOUR LETTERHEAD 
and mail to: 


Y 
THE COMPAN 


s. CHICAGO AVE. 
ott Son t 17, ILLINOIS 







(Circle 731 for more information) 
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feature heavy interior reinforcing, which 
adds strength and stability. There is no 
need for external reinforcing, and outside 
height and width of files are held closer 
to record sizes. Racks and shelving are 
completely eliminated since loaded files 
weighing an average of 80 pounds can be 
stacked ceiling-high with no drawer bind. 

Units can be locked together, without 


tools or locking keys, securely and auto- | 


matically, as they are stacked. Only 
pronged tie-links are required for side- 
to-side or back-to-back This 
prevents both tipping and lateral move- 


ment when loaded drawers are. pulled out 


connection. 


or suspended. 


The steel transfer files are equipped 


with positive drawer stops, drop bail han- | 


and card holders. 
more information, 


dles, 


For write to York 


Safe & Lock, 818 Mulberry Road, S. E., | 


Canton, O.; or circle number 847 on the 


Reader Service Card. 
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New positive image film 
of clear cellulose acetate 

A new film, called “reversal foil,’ pro- 
duces a positive image directly from a 
negative, bypassing photographic process- 
ing steps. The product, a clear cellulose 
acetate, can be exposed and developed in 
seconds on a whiteprinting machine. Like 
all translucencies, it can then be used to 
reproduce any number of copies. 

Che reversal foil will give positive re- 
productions of transparentized photostats 





and blueprints, 


as well as film negatives. 
halftone, or continuous-tone origi- 
nals can be copied quickly and with com- 
paratively little expense. 

As part of office duplicating, the film is 
ideal in making positive aluminum and 


Line, 


paper offset plates for longer runs. Print- | 


ers and photographers can use the film 
as an excellent intermediate for proofs. In 
the visual field, it is used to prepare film 
transparencies for overhead projectors. 
For more information, write to Ozalid 
Division, Johnson City, New York; or circle 
number 834 on the Reader Service Card. 
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New 
MARATHON 
BLACK 
HECTO MASTERS 


are 
clean 








The unpleasant stain and smear 
that once was the trademark of 
hectograph spirit duplicating is 
rapidly becoming a thing of the 
past—thanks to Columbia re- 
search and development. New, 
Black Marathon Ready-Master 
Units are clean—clean because 
Columbia’s exclusive ink does 
not “blossom’’ on contact with 
the skin—clean because protec- 
tive Supercoating covers carbon 
surface and all edges. Yes, the 
results you can obtain from Mara- 
thon Black Ready-Master Units 
will prove how much Columbia 
engineering has advanced the 
quality of hectograph duplicating. 


Use the coupon below attached 
to your business letterhead to ob- 
tain your copy of the Free book- 


; let, “Quality Duplicating 


With Hectograph’’. 
Co i 


ad 


“y 


RIBBONS « CARBONS 
DUPLICATING SUPPLIES 








CoLUMBIA RIBBON AND 

CARBON Mbco. Co., INC. 

496B Herb Hill Road, Glen Cove, N. Y. 
Send booklet, : 
“Quality Duplicating With Hectograph’’. 


Name 





Company 





Address 





City Zone State 











(Circle 710 for more information) 


Free booklet available 
on practical embezzlement controls 

A new booklet, entitled “Embezzlement 
Controls for Business Enterprises,” is writ- 
ten by an authority on the subject of 
employee fraud prevention. 

The booklet describes, in detail, prac- 
tical methods of combatting embezzlement. 
It explains a fraud exposure program and 
advises on the control of cash receipts, 
cash disbursements, and merchandise em- 
bezzlements, detailing ideal systems of 
internal control and auditing. 

For a free copy of the publication, 
write to the Public Service Division, Fidel- 
ity and Deposit Insurance Company, Bal- 
timore, Maryland; or circle number 831 
on the Reader Service Card. 


SS -e 


Free catalog illustrates protective 
covers for business machines 

A complete line of protective covers for 
business machines and other office equip- 
ment is featured in a new eight-page cata- 
log. The products include typewriter 
covers, business machine covers, cuff and 
sleeve protectors, fan and stool covers, 
aprons, and a new “‘fits all” cover. 

A handy index printed on the front 
cover makes the catalog particularly con- 
venient to use. It is fully illustrated and 
designed for quick reference. The catalog 
serves as a guide for proper maintenance 
of valuable equipment. 

For a free copy, write to Budlew Prod- 
ucts Company, 3535 West Cortland Street, 
Chicago, Ill.; or circle number 832 on the 
Reader Service Card. 


estes 


Pressure-sensitive number tabs 
for easy indexing and filing 

An expanded line of circular index 
number tabs can be used for all forms of 
filing, indexing, and cataloguing. These 


| 





How your secretary 
will save... with 
Verifax copying 


C) You’ll seldom have to dictate an- 
other letter which, for the most part, 
quotes one you have received. 

(1) You'll end slow “one-copy” routing. 


(] You’ll never be short of copies at 
meetings. 

C] You’ll never wait for extra carbons 
to be typed . . . or for your “only copy” 
to be returned. 


(] You won't have to send your rec- 
ords out of the office to be copied. 

() Your secretary can save a half-hour 
or more in copying just one report. She 


| can make 3 Verifax copies in 1 minute 


pre-perforated, pressure-sensitive tabs stick | 


to any surface without moistening. They 
are easily picked up from the protective 
backing, and can be removed and trans- 
ferred many times. 

Printed in consecutive order, the clearly 
visible tabs number from 1 to 850. They 
are available in red, green, blue, orange, 
and black, for color-coded filing. 

For more information, write to Universal 
Color Slides Company, 132 West 32nd 
Street, New York, N. Y.; or circle number 
833 on the Reader Service Card. 












for less than 4¢ each. 

(] She won't have to proofread. Veri- 
fax copies are photo-accurate. 

CL] She won't have to take dictation 
and then transcribe. 


In short, the savings for both of you 
will probably exceed the $240 
cost of a Kodak Verifax 
Copier in less 

than a month. 

* And we haven’t 

considered 
others in your 
office who'll 
get compar- 
able savings. 


KODAK VERIFAX COPIER 
only $240 
—-—MAIL COUPON TODAY —= 

Eastman Kodak Company 


Business Photo Methods Div. 
Rochester 4, N. Y. 


Please send information about Verifax 
copying and names of near-by dealers. 

















197 
Name. 
Position 
Company A 
Street 
f. 
City State 
onem 


Price quoted is subject to 
change without notice. 


(Circle 8 for more information) 
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A specialized application: 


Profit sharing accounting 


How to streamline computing and recording operations 


by Vance L. Desmond 


Vice President, Detroit Trust Company 


CE 1) today’s modern of- 
fices, a time saving of even 5% is some- 
thing to talk about. That’s why we 
were excited recently when a new ma 
chine, on its trial run, cut 60% off the 
time required for the computing and 
recording operations involved in profit- 
sharing plans. 

In one operation, the machine com- 
putes the individual employee’s share 
in the fund, issues his certificate, and 
posts his account. It formerly required 
the full time of one person, working 
five weeks, to complete a trust with 
1,000 participants. Now, an operatoi 
working at the new typewriter-account- 
ing machine can do the same job in 
only about ten days. 

Much more important, this saving in 
time gives increased effectiveness to the 
plan itself. This machine makes it pos- 
sible for the employee to see quickly 
and clearly a direct relationship be- 
tween his efforts and his own monetary 
gain. Impressing this relationship on 


the employee, and the resulting favor 
able impact on production, is the key 
to the success of a profit sharing plan. 

In addition to providing this impor 
tant incentive, many companies enjoy 
substantial tax benefits at the same 
time, by assigning a fixed percentage 
of net profit to a retirement fund. The 
larger the profit, the larger the com 
pany’s contribution. Under this ar 
rangement, the participating employee 
collects his share of the fund at the 
time of retirement or disability, or he 
receives a fixed percentage of his share 
if he leaves before retirement age. In 
any case, the time when he actually 
receives his credited fund money is 
postponed, often for years. Because of 
this, keeping up interest in the plan, 
and thus keeping incentive alive, is a 
very definite problem. 


Certificates build interest 

One way to keep employee incentive 
high is to issue certificates which tell 
the participant exactly how much 
money has been credited to his account 
over a particular earning period. The 


This machine posts the certificate of participation, the participant's ledger, and a balancing journal in 
thereby eliminating the human error factor. 


one operation. Calculations are machine-made, 


’ 
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sooner these certificates are issued, the 


more effective they are. 

But this is no easy job. First, the 
participant’s allocable share of the 
company’s annual contribution, income 
from invested funds, revaluation of se- 
curities and redistribution of for 
feitures resulting from 
employment prior to retirement must 
be computed. And then profits and /o1 


severance of 


losses plus charges, if any, have to 
similarly be adjusted. 

In the past, all these computations 
were made by calculator, with the 
amounts in each category being posted 
by hand and balanced to predetei 
mined totals to check for accuracy. 
often 
13-column ledge 


These computations filled as 
many as 18 to 20 
manv tedious 


sheets and _ required 


hours to complete. 

Certificates were then typed individ- 
ually, and rebalanced to check with 
ledger records. Then record cards were 
prepared and checked. Costs of this 
complicated operation have risen so 
sharply recently that many companies 
have had to discontinue the issuing of 
certificates entirely. 

Our new machine greatly simplifies 
this operation. Four constant factors 
can be locked into it. In our case, 
these usually are present value of se- 
curities, income, forfeitures, and cur- 
rent cash contributions from the com- 
pany. Other factors are entered using 
the manual keyboard. Since these com- 
putations are machine-made, eliminat- 
ing human error, five separate rebal- 
ancing operations of the old method 
are, therefore, avoided. 

Calculations are made, ledgers and 
balancing journals are posted and cer- 
tificates for employees are issued, all in 
one operation. After the data has been 
put into the machine, a skilled oper- 
ator can complete all of these opera- 
tions relating to more than 300 par- 
ticipants’ accounts in one dav. 

As another step toward complete 
mechanization of this work, we are re- 
designing our employee certificates so 
that the name of the company and the 
employee can be inserted by an ad- 
dressing machine. We believe this will 
cut additional hours off the ten-day 
record set this year. With this machine 
we now give greatly improved service 
to our profit-sharing clients. m/m 
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Five girls - 
assigned to better jobs 


“Once we kept six girls busy copying salesmen’s 
orders. Now one does the job in a half-day with 


Ozalid. The other five are on more productive jobs!” 


How? Salesmen now write their orders on 
a translucent form. Prices. extensions and 
back orders are posted to this same form. 
Ozalid copies are made for Credit. Billing, 
Shipping. Inventory Control. Production and 
customer's confirmation. And the time saved 
is worth more than the payroll saving. 

Thousands of firms have done away with 
wasteful retyping, rewriting, proofreading — 


save time, speed work, with Ozalid. 


Hundreds of uses for Ozalid 


An Ozalid machine also copies letters, 
memos, reports, written notes—and drawings, 
specifications, invoices, lists, ledger sheets, 
statements, shipping directions. schedules. 
tax reports, and 75% of incoming letters. 

Not enough copies is costly in any office. 


Plenty of copies are always available with 








(Cirele 


OZAMATIC (left) is a table 
model, handles sheets as 
wide as 16", and can make 
up to 1000 prints an hour. 


an Ozalid machine. 

An Ozalid machine makes 
better copies, more quickly, 
more economically than any office worker 
or any photocopying machine. It will copy 
anything written, typed, printed or drawn— 
on translucent paper that lets light through. 
Ozalid reproduction is instant — requires no 
stencils, negatives, darkrooms. 

Ozalid prints are white, accurate. legible, 
dry. ready for use. A letter size copy is made 
in less than a minute, for under 2¢. 

\sk the nearest Ozalid distributor (see 
phone book ) to show you the Ozalid machine 
you should have...or write to 60 Ozaway, 
Johnson City, Nw. Ey 
Owens Company, Ltd., Montreal. 


..In Canada, Hughes 


OzaLtip—A_ Division of General Aniline & 


Film Corporation... From Research to Reality! 


BAMBINO (right) is the smallest, 
fastest, low-priced office copying 
machine; will make 200 copies 
an hour, on sheets as wide as 9", 
for less than 2¢ a copy. 


744 for more information) 
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| 4 
| | | 
| New MONRO:«MATIC | 
| combines streamlined appearance 
with modern, streamlined performance! } 
| Here’s the “new look” in the fully automatic calculator A sleek new beauty with functional design and scien- 

that’s giving modern business unmatched efficiency. tific “color-guide” controls. the Monro-Matic flies a 
Kor the new Monro-Matic by-passes many needless through the toughest figuring job with incredible ease 4 
steps, produces results directly, accurately. Yes, this and speed. Ask your Man from Monroe to show you 

years-ahead Monroe Model 8N_ brings *Automation, on your own figure work. His office is listed in your 

the modern miracle of automatic operation that reduces classified telephone directory. Call him today! Monroe 

figuring work to feeding figures... pushing buttons. Calculating Machine Company, Ine., Orange, N. J. 3 wT 
OPERATORS WHO KNOW... PREFER MON ROE CALCULATING, ADDING, ACCOUNTING MACHINES 

(Circle 739 for more information) € 





